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THE CIVIL SERVICE STATUTES. 



AN ACT to regulate and improve the civil service of the State 
of New York (Chap. 354), passed May 4, 1883, as amended 
by chapter 357, passed May 24, 1884, and chapter 410, passed 
May 29, 1884. 

Section 1. The governor is authorized to appoint, by and with the 
advice and consent of the senate, three persons^ not more than two of 
whom shall be adherents of the same party, as civil service commis- 
sioners, and said three commissioners shall constitute the New York 
civil service commission. They shall hold no other official place 
under the State of New York. The governor may remove any commis- 
sioner ; and any vacancy in the position of commissioner shall be so 
filled by the governor, by and with the advice and consent of the 
senate, as to conform to said conditions for the first selection of com- 
missioners. The three commissioners shall each receive a salary of 
two thousand dollars a year. And each of said commissioners shall 
be paid his necessary traveling expenses incurred iu the discharge of 
his duty as a commissioner. 

§ 2. It shall be the duty of said commission : 

First To aid the governor, as he may request, in preparing suitable 
rules for carrying this act into effect; and when said rules shall have 
been promulgated, it shall be the duty of ^11 officers of the State of 
New York, in the departments and offices to which any such rules may 
relate, to aid, in all proper ways, in carrying said rules, and any modi- 
fication thereof, into effect. 

Second, And among other things, said rules shall provide and de- 
clare, as nearly as the conditions of good administration will warrant, 
as follows : 

1. For open, competitive examinations for testing the fitness of 
applicants for the public service now classified or to be classified here- 
under. Such examinations shall be practical in their character and, 
so far as may be^ shall relate to those matters which will fairly test the 
relative capacity and fitness of the persons examined to discharge the 
duties of that service into which they seek to be appointed. 



2. A.11 the offices^ places and employmeDts so arranged or to be ar- 
ranged in classes shall be filled by selections from among those graded 
highest as the results of such competitive examinations. 

3. There shall be a period of probation before any absolute appoint- 
ment or employment aforesaid. 

4. Promotions from the lower grades to the higher shall be on the 
basis of merit and competition. 

5. No person in the public service is for that reason under any obli- 
gation to contribute to any political fund, or to render any political 
service, and no person shall be removed or otherwise prejudiced for 
refusing to do so. 

6. No person in said service has any right to use his oflBcial authority 
or influence to coerce the political action of any person or body. 

7. There shall be non-competitive examinations when competition 
may not be found practicable. 

8. Notice shall be given in writing by the appointing power to said 
commission of the person selected for appointment or employment from 
among those who have been examined, of the place of residence of such 
persons, of the rejection of any such persons after probation, of trans- 
fers, resignations, and removals, and of the date thereof, and a record 
of the same shall be kept by said commission. And any necessary ex- 
ceptions from said eight fundamental provisions of the rules shall be 
set forth in connection with such rules, and the reasons therefor shall 
be stated in the annual reports of the commission. 

Third. Said commission shall, subject to the rules that may be made 
by the governor, make regulation for, and have control of such ex- 
aminations, and, through its members or the examiners, it shall super- 
vise and preserve the records of the same ; and said commission shall 
keep minutes of its own proceedings. 

Fourth. Said commission may make investigations concerning the 
facts, and may report upo» all matters touching the enforcement and 
eflfects of said rules and regulations, and concerning the action of any 
examiner or board of examiners hereinafter provided for, and its own 
subordinates, and tho^e in the public service, in respect to the execu- 
tion of this act ; and in the course of such investigations, each com- 
missioner and their secretary shall have power to administer oaths. 

Fifth, Said commission shall make an annual report to the gover- 
nor for transmission to the legislature, showing its own action, the 
rules and regulations and the exceptions thereto in force, the practical 
eflects thereof, and any suggestion it may approve for the more effect 
tual accomplishment of the purposes of this act. 

*§ 3. Said commission is authorized to employ a chief examiner, a 
part of whose duty it shall be under its direction to act with the ex- 

*iia amended by section 1 of chapter 357, passed May 24, 1884. 



amining boards so for as practicable, whether at Albany or elsewhere, 
and to secure accuracy, uniformity and justice in all their proceedings, 
which shall be at all times open to him. The chief examiner shall be 
entitled to receive a salary at the rate of thirty-six hundred dollars a 
year, and he shall be paid his necessary traveling expenses incurred 
in the discharge of his duty. The commission is authorized to employ 
a secretary, who may be one of its own number, who shall receive a 
compensation of one thousand dollars per annum, and who shall also 
be paid his necessary traveling expenses incurred in the discharge of 
his duty, and also a person to act as stenographer and copyist who 
shall be entitled to receive a compensation of one thousand dollars a 
year, or in its discretion may from time to time employ stenographers 
and copyists at Jan expense not to exceed in the aggregate the sum of 
one thousand dollars a year. The commission may appoint a messen- 
ger, to act also as clerk, at a salary not exceeding nine hundred dollars 
a year, and may dismiss him at pleasure. The commission may, at 
Albany and in any other part of the state where examinations are to 
take place, designate and select a suitable number of persons in the 
ofBcial service of the state of New York, after consulting the head of 
the department or office in which such person serves, or in its discre- 
tion, persons not in the official service, to be members of boards of ex- 
aminers, and may at any time substitute any other person in or out of 
such service in place of any one so selected. Any person not at the 
time in the official service of the state, or of any political division there- 
of serving as a member of the board of examiners shall be entitled 
to compensation for every day actually and necessarily spent in the 
discharge of his duty as examiner at the rate of five dollars a day, 
but the aggregate compensation of any such examiner shall not exceed 
one hundred dollars in any year. It shall be the duty of the officers 
of the state of New York, or of any political division thereof, at any 
place outside of the city of Albany where Q^aminations are directed 
by said rules or by said board to be held, to allow the reasonable use 
of the public buildings, and to light and heat the same, for holding 
such examinations and in all proper ways to facilitate the same. 

*§ 4. It shall be the duty of the trustees of public buildings desig- 
nated by chapter three hundred and forty-nine of the laws of eighteen 
hundred and eighty- three to cause suitable and convenient rooms and 
accommodations to be assigned or provided, and to be furnished, heated 
and lighted at the city of Albany for carrying on the work of said com- 
mission and said examinations, and said commission may order the 
necessary stationery, postage stamps, an official seal and other articles to 
be supplied, and the necessary printing to be done for its official use. 
And the cost and expense thereof, and the several salaries, compensa- 

*-As ameoded by section 2 of chapter 357, passed May 24, 1884. 
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tions and necessary expenses of the commission, upon the same being 
stated in detail and verilBed by affidavit as the comptroller may direct, 
shall be paid monthly from any money in the treasury not otherwise 
appropriated. 

*§ 5. Any commissioner, examiner, copyist, or messenger herein men- 
tioned, or any other person who shall willfully and corruptly, by himself 
or in co-operation with one or more persons, defeat, deceive, or obstruct 
any person in respect of his or her right of examination according to 
any rules or regulations prescribed pursuant to the provisions of this 
act, or who shall willfully, corruptly, and falsely mark, grade, estimate, 
or report upon the examination or proper standing of any person ex- 
amined pursuant to the provisions of this act, or aid in so doing, or 
who shall willfully and corruptly make any false representations con- 
cerning the same, or concerning the person examined, or who shall 
willfully and corruptly furnish to any person any special or secret in- 
formation for the purpose of either improving or injuring the prospects 
or chances of any person so examined or to be examined, shall for each 
offense be deemed guilty of a misdemeanor. 

§ 6. Within four months after the expiration of the present session 
of the legislature, it shall be the duty of the governor to cause to be 
arranged in classes the several clerks and persons employed or being 
in the public service, for the purposes of the examination herein pro- 
vided for, and he shall include in one or more of such classes, so far as 
practicable, all subordinate places, clerks and officers in the public ser- 
vice of the state. 

§ 7. After the termination of eight months from the [expiration of 
the present session of the legislature, no officer or clerk shall be ap- 
pointed, and no person shall be admitted to or be promoted in either 
of the said classes now existing, or that may be arranged hereunder 
pursuant to said rules, until he has passed an examination, oris shown 
to be specially exempted from such examination, in conformity here- 
with. No elective officer, and no person merely employed as a laborer 
or workman, shall be required to be classified hereunder ; nor, unless 
by the direction of the senate, shall any person who has been nomi- 
nated for confirmation by the senate be required to be classified or to 
pass an examination. 

f § 8. The mayor of each city in this state is authorized and is here- 
by directed to prescribe such regulations for the admission of persons 
into the civil service of such city as may best promote the efficiency 
thereof and ascertain the fitness of candidates in respect to character, 
knowledge and ability for the branch of the service into which they 

♦As amended by section 1 of chapter 410, passed May 29, 1884. 
f As amended by section 2, chap. 410, passed May 29, 1884. 



seek to enter, and foi; this purpose he shall from time to time employ 
suitable persons to conduct such inquiries and make examinations, and 
shall prescribe their duties and establish regulations for the conduct of 
persons who may receive appointments in the said service. And the 
regulations so to be prescribed shall, among other things, provide and 
declare as in the second subdivision of the second section of this act is 
provided and declared in reference to regulations for admission to the 
civil service of the state. Within two months after the passage of this 
act, it shall be the duty of each of said mayors in and by such regular 
tions to cause to be arranged in classes the several clerks and persons 
employed or being in the public service of the city of which he is 
mayor, and he shall include in one or more of such classes, so far as 
practicable for the purposes of the examination herein provided for, 
all subordinate clerks and oflBcers in the public service of the said city 
to whom his power under this act extends. After the termination of 
three months from the passage of this act no officer or clerk shall be 
appointed, and no person shall be admitted to or be promoted in either 
of the said classes now existing or that may be arranged hereunder 
pursuant to said rules, until he has passed an examination, or is shown 
to be exempted from such examination, in conformity with such regu- 
lations. Such regulations hereafter prescribed and established, and 
any subsequent modification thereof, shall take effect upon the approval 
of the New York Civil Service Commission. Officers elected by the 
people, and the subordinates of any such officer for whose errors or 
violation of duty said officer is financially responsible, and the head or 
heads of any department of the city government, and persons employed 
in or who seek to enter the public service under the educational de- 
partments of any city, and any subordinate officer who by virtue of his 
office has personal custody of public moneys or public securities, for the 
safe keeping of which the head of an office is under official bonds, shall 
not be subject to the regulations prescribed pursuant to this section, 
nor shall any regulations contravene an existing statute relating to 
entrance to said service. It shall be the duty of all those in the official 
service of any such city to conform to and comply with any regulations 
made pursuant to this act, and to aid and facilitate in all reasonable 
and proper ways the enforcement of all regulations and the holding of 
all examinations which may be required under the authority conferred 
by this section. But the authority by this section conferred shall not 
be so exercised as to take from any policeman or fireman any right or 
benefit conferred by law, or existing under any lawful regulation of 
the department in which he serves. And all examinations herein au- 
thorized shall be public, and all regulations shall be published, and, 
with all the proceedings and papers connected with said examinations, 
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shall be at all times subject to the inspection of said commission and 
its agents ; and said commission shall set forth in its reports the char- 
acter and practical effects of snch examinations^ together with its views 
as to the improvement and extension of the same^ and also copies of all 
regulations made under the authority hereby conferred.* 

§ 9. No recommendation of any person who shall apply for office or 
place under the provisions of this act, which may be^iven by any sena- 
tor or member of assembly, or officer confirmed by the senate, or judge 
of any court, except as to the character or residence of the applicant, 
shall be received or considered by any person concerned in making any 
examination or appointment under this act. 

(§ 10 repealed by § 7 of chap. 357, passed May 29, 1884). 

t § 11. No officer, agent, clerk or employee under the government of 
the state of New York or any political division thereof shall directly or 
indirectly use his authority or official influence to compel or induce any 
other officer, clerk, agent or employee under said government, or any 
political division thereof, to pay or promise to pay any political assess- 
ment. Every said officer, agent or clerk, who may have charge or 
control in any building, office or room occupied for any purpose of said 
government, or any said division thereof, is hereby authorized to pro- 
hibit the entry of any person, and he shall not consent that any person 
enter the same for the purpose of therein making, collecting, receiving 
or giving notice of any political assessment ; and no person shall enter 
or remain in any said office, building or room, or send or direct any 
letter or other writing thereto, for the purpose of giving notice of, de- 
manding or collecting, nor shall any person therein give notice of, 
demand, collect or receive any such assessment; and no person shall 
prepare or make out, or take any part in preparing or making out, any 
political assessment, subscription or contribution with the intent that 
the same shall be sent or presented to or collected of any officer, agent 
or employee subject to the provisions of this act, under the government 
of the state of New York, or that of any political division thereof, and 
no person shall knowingly send or present any political assessment, 
subscription or contribution ^to or request its payment of any said 
officer, agent or employee. 

I § 12. Any person who shall be guilty of violating any provision of 
the last section shall be deemed guilty of a misdemeanor, and shall, on 
conviction thereof, be punished by a fine not less than fifty dollars and 
not exceeding one thousand dollars, or by imprisonment for a term not 
exceeding six months, or by both such fine and imprisonment, in the 
discretion of the court. 



* See section 3 of chapter 410, passed May 39, 1884. 

tAs amended by section 3 of chapter 357, passed May 24, 1884. 

i As amended by section 4 of chapter 357, passed May 24, 1884. 



§ 13. No recommendation or question under the authority of this 
act shall relate to the political opinions or affiliations of any person 
whatever. 

§ 14. Whoever while holding any public office, or in nomination for, 
or while seeking a nomination or appointment for any public office, 
shall corruptly use or promise to use, whether directly or indirectly, 
any official authority or influence (whether then possessed or merely 
anticipated), in the way of conferring upon any person, or in order to 
secure or aid any person in securing any office or public employment, 
or any nomination, confirmation, promotion or increase of salary, upon 
the consideration or condition that the vote or political influence or act 
tion of the last-named person, or any other, shall be given or used in 
behalf of any candidate, officer or party, or upon any other corrupt 
condition or consideration, shall be deemed guilty of bribery or an 
attempt at bribery. And whoever, being a public officer, or having or 
claiming to have any authority or influence for or affecting the nomi- 
nation, public employment, confirmation, promotion, removal, or in- 
crease or decrease of salary of any public officer, shall corruptly use 
or promise or threaten to use any such authority or influence, directly 
or indirectly, in order to coerce or persuade the vote or political action 
of any citizen, or the removal, discharge or promotion of any officer 
or public employee, or upon any other corrupt consideration, shall also 
be guilty of bribery or of an attempt at bribery. And every person 
found guilty of such bribery or of an attempt to commit the same, as 
aforesaid, shall, upon conviction thereof, be liable to be punished by a 
fine of not less than one hundred dollars nor more than three thou- 
sand dollars, or to be imprisoned not less than ten days nor more than 
two years, or to both said fine and said imprisonment in the discretion 
of the court. The phrase " public officer " shall be held to include all 
public officials in this State, whether paid directly or indirectly from 
the public treasury of the state, or from that of any political division 
thereof, or by fees or otherwise ; and the phrase *^ public employee'* 
shall be held to include every person not being an officer who is paid 
from any said treasury. 

§ 15. A majority of the members of said board shall constitute a 
quorum, but a less number may adjourn from day to day. Said com- 
mission, when organized, shall immediately inquire into the methods 
of appointment, removal, terms of service, duties, compensation and 
numbers of all clerks, employees or subordinate officers of any nature 
whatsoever, either of this state or of cities or counties therein, having 
a population exceeding fifty thousand inhabitants, who are not, by 
existing laws, appointed by the governor of the state or by the mayor 
ofany city, or elected by the people ; and whether the action of political 
2 
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parties or the public acts of official servants are iu any wise affected^ 
and if so to what degree, by the present methods of such appointments, 
tenure of office, removals and compensations, and whether the public 
interest would or would not be advanced by prescribing competitive 
tests or standards of appointment for any or all of such subordinate 
public servants, in addition to those who are hereinbefore included, 
and if so, the nature and extent of such tests or standards ; and whether 
any abuses exist in connection with the existing practices touching 
said appointment, tenures, compensations or removals that require 
reform, or that may be abated by legislation or otherwise. Said com- 
mission may also further extend its inquiries so far as to enable it to 
report whether any, and if so what legislation is expedient, relative 
to the methods and amounts of compensation of all county officers and 
their subordinates in this state. 

* § 16. Said commission shall have like power to secure, by its sub- 
poena, the attendance and testimony of witnesses, and the production 
of books and papers pertinent to the investigi,tions and inquiries 
hereby authorized, to that prescribed in and by chapter three hundred 
and fifty-three of the laws of eighteen hundred and eighty-two, for 
the commission thereby constituted in the execution of its duties as in 
said act last mentioned ; and witnesses and officers to subpoena and 
secure the attendance of witnesses before said commission shall be en- 
titled to the same fees as are allowed witnesses in civil suits in courts 
of record. Such fees need not be prepaid, but the comptroller shall 
draw his warrant for the payment of the amount thereof when the same 
shall have been certified to, by the president of the commission, and 
duly proved by affidavit or otherwise to the satisfaction of the said 
comptroller ; and all state, county, town, municipal and other officers 
and their deputies, clerks, subordinates and employees shall afford the 
said board all reasonable facilities in conducting the inquiries specified 
in this act,' and give inspection to said board of all books, papers and 
documents belonging or in any wise appertaining to their respective 
offices, and also shall produce said books and papers, and shall attend 
and testify when required to do so by said commission. 

§ 17. Said commissioners hereinbefore named, or in case of vacancy 
from among their number by declination, resignation or otherwise, a 
successor commissioner to be appointed by the governor, shall qualify 
by filing with the secretary of state an oath to perform faithfully the 
duties of such commissioner.' Each commissioner shall receive the 
compensation hereinbefore provided, together with his actual travel- 
ing expenses in the discharge of his duties as such commissioner. The 
said salaries and expenses, together with the other necessary expenses 

* As amended by section 5 of chapter a57, passed May S4, 1884. 
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of said board, to be approved by the comptroller and thereafter paid 
out of the treasury of this state ; and the sum of fifteen thousand 
dollars, or so much thereof as may be necessary, is hereby appropriated 
out of any moneys in the state treasury not otherwise appropriated 
for the purposes stated in this act. 



SUPPLEMENTARY PROVISIONS. 



CHAP. 357. 

AN ACT to amend chapter three hundred and fifty-four of 
the laws of eighteen hundred and eighty-three, entitled **An 
act to regulate and improve the civil service of the state of 
New York." 

Passed May 24, 1884 : three-fifths being present. 

The People of the State of New York, represented in Senate and 
Assembly y do enact asfolloios : 

Section 1. (Amends section three of chapter three hundred and 
fifty-four, Laws of eighteen hundred and eighty- three.) 

§ 2. (Amends section four of chapter three hundred and fifty-four, 
Laws of eighteen hundred and eighty-three.) 

§ 3. (Amends section eleven of chapter three hundred and fifty-four. 
Laws of eighteen hundred and eigh ty- three. ) 

§ 4. (Amends section twelve of chapter three hundred and fifty-four, 
Laws of eighteen hundred and eighty-three.) 

§ 5. (Amends section sixteen of chapter three hundred and fifty- 
four, Laws of eighteen hundred and eighty-three.) 

§ 6. The sum of one thousand dollars is hereby appropriated out of 
any unexpended balance in the treasury, to meet any expense incurred 
by section five of this act ; which expense the treasurer shall pay on 
the warrant of the comptroller. 

§ 7. Section ten of said act is hereby repealed. * 

§ 8. The election officers now in office, and the inspectors of elec- 
tion and poll clerks shall be exempt from examination in accordance 
with the act hereby amended, or the amendments thereof, and it shall 
be the duty of the commissioners and mayors of cities so to provide in 
regulations made under said act. 

§ 9. This act shall take effect immediately. 

* Refers to section ten of chapter three hundred and fifty-four, Laws of eigh- 
teen hundred and eighty-three. ^ 
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CHAP. 410. 

AN ACT to amend chapter three hundred and fifty-four of the 
laws of eighteen hundred and eighty-three, entitled "An act 
to regulate and improve the civil service of the state of New 
York." 

Passed May 29, 1884 ; three-fifths being present. 

The People of the State of New York, represented in Senate and 
Assetnbly, do enact as follows : 

Sectio^st 1. (Amends section five of chapter three hundred and 
fifty-four, Laws of eighteen hundred and eighty-three.) 

§ 2. (Amends section eight of chapter three hundred and fifty-four, 
Laws of eighteen hundred and eighty three.) 

§ 3. Where before the passage of this act the mayor of any city 
herein mentioned has prescribed regulations pursuant to the power 
given him by the act hereby amended, such regulations shall be deemed 
to be established and prescribed and to be operative as if established, 
prescribed, and approved under the provisions of the said act as hereby 
amended ; and the examiners who before the passage of this act have 
by the mayor of any such city been appointed or designated under the 
provisions of the said act, shall be deemed to be appointed and to have 
all the powers and duties which they would have if appointed under 
the provisions of the said act as hereby amended. 

§ 4. In grateful recognition of the services, sacrifices and sufferings 
of persons who served in the army or navy of the United States in the 
late war, and have been honorably discharged therefrom, they shall be 
preferred for appointment to positions in the civil service of the state 
and of the cities affected by this act over other persons (of equal stand- 
ing) as ascertained under this act and the act hereby amended, and 
the person thus preferred shall not be disqualified from holding any 
position in said civil service on account of his age nor by reason of any 
physical disability, provided such disability does not render him in- 
competent to perform the duties of the position applied for. 



STATE OF NEW YORK: 

Executive Chamber, 

A1.BKNY y June ^Oy 1884. 

Jh/ tn/e exevci/6^ op tw^e aAjmoxAk^h con|etvea U/h/OM/ tn/e ^oi>- 

cb bo \£^vXaie cui/^ i/mlttoue bK/e 4du>U/ t7ewM/oe 06 bn/e cHobe 
oB QJNeu)- ^U/o\;R/j (uva brie O/cb^' ametvactboup bfvet/eop, 

J J ^&UHye\j HpiWeuwi'Sj ^ov^uuyv op bn/e cHctbc of QJieiU' 
^U/o^R/j ^ rletcuii/ h/toiti/ii^aate bK/e powJoumi/a Sopui^^' Pov bn/e teau/- 
uxiioft/ op bK/e HDuhI/ ue\A>ice op brie 6oao cJbcU^ej cui/^ oU/ offM^ev^ 
cui/O h/et6'On/6' m/ brie aPuhI/ c^ewH<^e op bri/e OlaJte cuv^ h/et6otv6' 
^eeRuta bo ertbet 6ctiq uexAyvce mfX aoiye/Ufi bri/em/^eu^e^ cu^co^^uvaup. 




'orve ctb bae HpctKitol/ m/ bn^ ADiia op @/(i)MHuup, bru^ bK/e 
SObrv 9cup op J^U/Tvej wt brie ueav op \)wx, otSota orve bn^U/6^ut/d 
ei/arvb ruwvave^ cwt/S ei/cprvbip-poM/V. 




^ol^et \PiWel/aM/d. 



IlULE I. 

In these rules, and the regulations thereunder, the terra " Commis- 
sion " indicates the Civil Service Commission of the State of New 
York, and the terms "class," "subdivision" and "grade" are those 
established by the classification of the civil service of the State, ap- 
proved by the Governor, September 3, 1883, and the positions now 
comprised in, or hereafter entered in, such classification shall, in the 
aggregate, be taken as the civil service of the State referred to herein, 
and the term " public service " shall be taken to comprehend . all per- 
sons in the service of the State, without regard to such classification. 
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Rule II. 
No person in the public service is, for that reason, under any obli- 
gation to contribute to any political fund or purpose, or to render any 
political service, and no person shall be removed or otherwise preju- 
diced for refusing so to do. 

Rule III. 
No person in the public service has the right to use his official au- 
thority or influence to coerce the political action of any person or body. 

Rule IV. 
For the purpose of indicating the manner in which selections shall 
be made for filling the positions in the civil service, when vacant, such 
positions shall be enrolled by class, subdivision, grade or name in some 
one of the five schedules, designated respectively as A, B, C, D, and 
E, which schedules are hereunto annexed and form a part of these 
rules. The right is reserved to transfer, hereafter, any position from 
one schedule to another, as, from time to time, the conditions of good 
administration or the general interests of the public service may re- 
quire, in which case, prompt publication of any such transfer will be 

made to all concerned. 

Rule Y. 

Schedule A shall include the deputies of principal officers, duly au- 
thorized by law to act for their principals ; all officers, clerks and others 
whose official relations are necessarily strictly confidential to the head 
of the office in which they serve ; officers or others under official bonds 
as security for the collection, custody or disbursement of public 
moneys, or who, by virtue of their position, have the custody of public 
moneys for the safe-keeping of which any officer must give bonds, and 
such other positions as may now or hereafter be included in this sched- 
ule, according to law, and such schedule shall comprise the following 

positions : 

Class I. 

SUBDIVISION II. 

In the Governor's office, the private secretary, the pardon clerk and the stenog- 
rapher; in the office of the Secretary of State, the deputy secretary; in the office 
of the Comptroller, the deputy comptroller and confidential clerk; in the office 
of the Treasurer, the deputy treasurer, the chief clerk, the book keeper and tlie 
pay clerk; in the^ office of the Attorney-General, tlie two deputies and the con- 
fidential clerk ; in the office of the State Engineer and Surveyor, the deputy ; the 
deputy superintendent of public instruction ; the deputy superintendent and 
special examiners of the banking department ; in the Insurance Department, the 
deputy, the chief clerk, the actuary and the private secretary; in the Department 
of Public Works, the tliree assistant superintendents, the special agent and the 
financial clerk; the clerk of the Superintendent of Prisons; the clerk, deputy 
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clerk and reporter of the Court of Appeals; the secretaries of the Railroad Com- 
mission, the Board of Health, the Board of Charities, the Commissioners of Emi- 
gration, and the Civil Service Commission ; the chief examiner of the Civil Ser- 
vice ; the treasurers of asylums ; the game and fish protectors, and the Superin- 
endent of Public Buildings. 

Rule V I. 

The appointments to positions comprised in schedule A may be 

made without examination under these rules, but such examinations 

may be had upon the request of the appointing officer. Appointing 

officers must notify the Commission, in writing, of all appointments 

to such positions within five days after the same are made. 

EULE VII. 
Schedule B shall include the following : 

Class I. 
All clerks and other persons of whatever designation, rendering services similar 
to those of clerks in any branch of the State services, in the following grades : 

. SUBDIVISION I. 

First Grade. 
Clerks and like employees receiving an annual compensation of less than $1,000. 

Second Orade. 

Clerks and like employees receiving an annual compensation of $1,000 or more, 

but less than $1,200. 

Third Grade. 

Clerks and like employees receiving an annual compensation of $1,200 or more, 

but less than $1,500. 

Class III. 

IN SUBDIVISION III. 

Office messengers and orderlies in the courts, offices and public buildings at 

Albany. 

Class IV. 

In department of Public Works . 

SUBDIVISION II. 

Inspectors of boats and cargoes. 

Class VI. 
In prisons and reformatories. 

SUBDIVISION ni. 

First Grade. 

Guards in prisons and reformatories. 

I 

SUBDIVISION V. 

First Grade. 
Teachers in reformatories receiving an annual compensation of less than $500. 

Class Vn. 
In asylums, hospitals and similar institutions and by the Commissioners of 
Emigratioii. 

3 
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SUBPI VISION VII. 

First Grade. 
Teachers receiving an annual compensation of less than $500. 

Rule VIII. 
Appointments shall be made or employment shall be given in the 
positions in schedule B by selection from those persons graded highest 
as the results of open competitive examinations. 

9 

Rule IX. 

The competitive examinations shall be practical in their character- 
and with paramount regard to those matters which will fairly test the 
relative capacity and fitness of the persons examined for the service 
which tliev seek to enter. The examinations shall be held at such 
times and places as the Commission may designate, and ten days' pre 
vious notice of eacli examination will be mailed to all eligible appli- 
cants of record. Special regulations, in which the particular conditions 
.(if any) of the examination will be specified, will be issued, when 
deemed expedient by the Commission, prior to the examinations. 

Rule X. 

All regular applications for admission to such competitive examina- 
tions will be on blanks in a form prescribed by the Commission and 
the applicant must state therein on oath, and in his own handwriting : 
1. His full name, residence and post-ofiice address. 2. His term of 
residence in this State. 3. His citizenship. 4. His date of birth. 5. His 
place of birth. 6. His previous employment in the public service, if 
any. 7. His business or employment for the last preceding five years. 
8. His education. 9. If in the military or naval service of the United 
States in the late war, give name of organization or vessel to which 
attached, date of enlistment or commission, position or rank, date and 
cause of discharge from the service, and any physical disability incurred 
in such service. 10. Such other information must be furnished as the 
Commission may reasonabl}' require, touching the applicant's fitness for 
the public service. 

The application must be accompanied (1) by a certificate of a prac- 
ticing physician in good repute that he has examined the applicant and 
found him free from any physical defect or disease that would be likely 
to interfere with the proper discharge of his duties in the position in 
the civil service sought by such applicant ; and (2) by the certificate of 
not less than three, nor more than five reputable citizens of this State, 
that they have been personally acquainted with the applicant for at 
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least one year, and believe him to be of good' moraPcharacter, of tem- 
perate and industrious habits and in all respects fit for the service which 
he wishes to enter, and that they are willing that such certificate shall 
be published for public information. The applicant must also state in ' 
his application the grade or subdivision in this schedule he seeks to 
enter, and whether he limits such application to any particular depart- 
ment, oflSce or institution. 

Rule XL 

Defective applications will be suspended and applicants notified to 
amend the same, but no such notice will be given or opportunity 
granted a second time. Whenever the application shows that the appli- 
cant is not within the prescribed limits of age, or otherwise not qualified 
under the rules and regulations, or is manifestly unfit for the service, 
the application will be rejected. 

Rule XII. 

The date of the reception of all applications shall be indorsed thereon, 
and entered of record by the Commission, and if the applicants for 
admission to any grade or subdivision are in excess of a number that 
can be examined at a single examination, they will be notified to appear 
in their order on the respective records, provided that persons who 
have been honorably discharged from the military or naval service of 
the United States in the late war shall have precedence in guch noti- 
fication. 

Rule XIII. 

For the purpose of making examinations of applicants from time to 
time as may be required, the Commission will designate and select at 
Albany and other places a suitable number of persons to be members 
of boards of examiners, and will duly commission such persons as 
examiners; and the Commission may at any time substitute any other 
person in place of any one so selected. When persons selected as 
examiners are in the official service of the State, the head of the depart- 
ment or office in which such persons serve shall be consulted ; and in 
the discharge of their duties as examiners the persons so selected from 
the official service will be responsible solely to the Commission, and 
will act under its regulations and direction. 

Rule XIV. 

Under the direction of the Commission the chief examiner will pre- 
pare a list of subjects of examination for the several grades and sub- 
divisions in this schedule upon which each applicant must be examined. 
To such list of obligatory subjects there may be added certain other 
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subjects in which the apy^icant may be examined or not at his option. 
The general standing of eAch applicant shall depend solely npon his 
relative proficiency In the obligatory subjects. For the purpose of 
determining the general average standing, certain relative weights will 
be given to the obligatory subjects, which weights shall be adjusted to 
the relative importance of the subjects. 

KULE XV. 

No person whose standing on any obligatory subject is less than fifty, 
or whose ascertained average standing on all the obligatory subjects is 
less than seventy, will be entered upon the eligible list. 

Rule XVI. 

The names of the persons who have passed above the minimum, as 

set forth in the previous rule, will be entered upon a register in the 

order of their excellence, and opposite each name will be entered the. 

standing of such person in each optional subject in which he may have 

been examined. 

EULB XVII. 

1. Whenever any officer having the power of appointment to or em- 
ployment in any grade or subdivision in this schedule shall so request, 
the Commission shall certify to him the names of three eligible persons 
who are graded highest on the proper register, indicating such of them 
(if any) as have been honorably discharged from the military or naval 
service of the United States in the late war. 

2. From the three persons whose names are so certified the officer 
shall make a selection to fill the vacant place, subject, however, to the 
provisions of Rule XLIV, giving preference in appointments to certain 
persons. 

3. Whenever such request shall indicate that proficiency in any of 
the specified optional subjects is of prime importance in the position to 
be filled the Commission may certify the names of the three persons in 
the eligible list having the highest standing (not being below the mini- 
mum of seventy) on such optional subject. The Commission shall 
have power to order a new or special examination whenever there are 
no persons on the eligible list sufficiently qualified in such optional 
subjects, or whenever an appointing officer shall apprise the Commis- 
sion that any special qualifications are required for the position vacant. 
All positions filled by selections based on optional or special subjects 
will be specially noted in the published gazette of appointments, and in 
the official register of qualifications and schemes for examination as 
being special positions in respect of such qualifications. 
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4. In the selection from the persons whose names are certified as 
above by the Commission, the appointing or employing officer, upon 
his written requisition therefor, will be furnished with the application 
and examination papers of all the persons so certified, and in the exer- 
cise of his responsible power of selection he may summon personally be- 
fore him the certified persons for such verbal inquiries as he may deem 
proper. All papers furnished upon requisition as above must be 
returned to the Commission with the notice of selection. 

KULE X7III. 

Whenever physical qualifications are of prime importance in the 
proper discharge of duties in any position, applicants must pass a phy- 
sical examination and be certified as qualified in such respect before 
record on the proper eligible list- for selection for such position, or be- 
fore certification by the Commission as qualified for such selection. 

Rule XIX. 

1. No person on any register shall be certified more than three times 
to the same officer, except upon request of such officer ; nor shall any 
one remain eligible more than one year on any register. 

. 2. Upon satisfactory evidence produced to the Commission that any 
person whose name is on any eligible list is, by reason of his character, 
habits or past reputation, unfit for admission to the civil service, the 
name of such person shall be formally stricken from such eligible list. 

3. No person who has entered upon any examination for a position 
in schedule B or C shall be admitted, within one year from the date 
thereof to a new examination for the same grade or subdivision. 

Rule XX. 
Schedule C shall include the following sections : 

Class I. 
Clerks in State prisons. 

Class II. 

All persons of special qualifications (except those employed in the department of 
Public Works, the salt works, prisons, reformatories, asylums and other charitable 
and corrective institutions), including — Directors or curators of museums ; geolo- 
gists, botanists and entomologists and their respective assistants; librarians and 
their assistants ; civil engineers and surveyors ; chemists ; sanitary experts ; prin- 
cipals, professors and teachers in normal schools ; inspector of quarantine hospi- 
tals; medical superintendent of emigrants. 
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Class III. 

SUBDIVISION I. 

Court criers and attendants ; court and other marshals. 

SUBDIVISION II. 

Superintendents and assistant superintendents in charge of public buildinj 
under the general superintendent. 

Class ni. 

SUBDIVISION I. 

Superintendents of repairs. 

SUBDIVISION III. 

First Grade. 
Kodmen and levelers. 

Second Chrade, 
Assistant engineers below the rank 6f residents. 

Third Grade, 
Resident engineers. 

Fourth Grade, 
Division engineers. 

Class V. 
On the Onondaga salt works. 

SUBDIVISION I. 

First Grade, 

Engineers (except] the chief engineer), overseers of pumps and supervisors o 
aqueducts and reservoirs. 

Second Grade, 
Chief engineer. 

SUBDIVISION II. 

First Grade. 
Assistant inspectors, of salt or of barrels. 

Class VI. 
In the prisons and reformatories. 

SUBDIVISION I. 

Wardens and agents of prisons : superintendents of reformatories. 

SUBDIVISION n. 

Physicians; chaplains; principal matrons. 
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Class VH. 
In asylums, hospitals and under the Commissioners of Emigration. 

SUBDIVISION I. 

Superintendents of insane asylums. 

SUBDIVISION II. 

Superintendents of asylums other than those for the insane. 

SUBDIVISION ni. 

Assistant physicians and pathologists in insane asylums. 

SUBDIVISION IV. 

Physicians other than those in insane asylums. 

SUBDIVISION V. .. " 

Stewards of asylums, matrons of asylums. 

KuLE XXI. 

The positions in schedule C may be filled by the appointing officer 
in his discretion in respect to the manner of examination. The discre- 
tion of the officer in such cases shall be limited as follows : (1) he may 
select from the three persons graded highest as the result of an open com- 
petitive examination ; or (2) he may name to the Commission three or 
more persons for competitive examination, and appoint the one graded 
highest in such examination ; or (3) he may appoint or employ any per- 
son named by him who upon a non-competitive examination shall be 
duly certified by the Commission as qualified to discharge the duties of 
the position. 

Rule XXII. 

Competitive examinations for positions in schedule C will be subject 
to the same general provisions as prescribed in Rules VIII to XVIII, 
both inclusive. If the competition be an open one, the public notice 
thereof shall denote the special qualifications in which competitors shall 
be examined. Before admission to a limited competition, the nominees 
must file with the Commission the certificates required by Rule VIII. 

Rule XXIII. 

1. Upon the non-competitive examination into the qualifications of 
a person named to the Commission for a position in this schedule, the 
Commission will give a certificate to such person only when satisfied : 

1st. That he is within the limits of age prescribed for the position or 
employment to which he has been named ; 

2d. That he is properly certified as free from any physical defect or 
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disease whicli would be likely to interfere witli the proper discharge of 
his duties ; 

3d. That his character is such as to qualify him for such position or 
employment ; and 

4th. That he possesses the requisite knowledge and ability to enter 
on the discharge of his official duties. 

2. An officer, naming to the Commission a person for examination 

will at the same time transmit his certificate that after due inquiry he is 

satisfied that the character and habits of the person named fit him for 

the civil service, and will append to the certificate such formal vouchers 

or credentials as to character as he may desire to have considered or put 

on file. In the determination of character or habits of the nominee, 

the certificate thereof by the nominating officer will be considered as 

essential. 

EULB XXIV. 

In determining the limits of age and the subjects and scope of the 
examination into the qualifications for each position as defined in the 
fourth clause of the preceding rule, the head of the department, office 
or institution where such position is to be filled, shall be consulted by 
the Commission, or where the position is common to several offices or 
institutions, the several heads thereof shall be so consulted, and the 
regulations finally adopted for each position shall be published in the 
annual reports of the Commission. Differences arising under this rule 
between the heads of departments, offices and institutions and the Com- 
mission shall be reported to the Governor, whose decisions in such cases 
shall be final and conclusive. 

KULE XXV. 
Whenever a vacancy in this schedule in any department, office or 
institution is to be filled, the officer having the authority to fill the same 
shall notify the Commission which of the three methods in his discretion 
under Rule XXI, he selects, and if the choice be by an open competi- 
tion, the Commission shall proceed as for an examination under 
schedule B, but if the choice be by a limited competition or by the 
appointment of a person to be duly certified by the Commission as 
qualified, the officer aforesaid shall name in such notification the person 
or persons to be examined, and the Commission shall thereupon instruct 
the proper board of examiners, and shall notify the person or persons 
so named, of the time, place, and special regulations, for the examina- 
tion ; and the chief examiner shall supervise the preparation of proper 
questions and other inquiries to test the qualifications of such person or 
persons. 
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EulbXXVI. 

The examiners for positions in schedules C and D will be selected in 
the same manner, and subject to the same rules and regulations^ as the 
examiners provided for in Rule XIII. 

Regular boards of examiners may be authorized to conduct examina- 
tions of persons duly cited to appear before them for positions in any 
schedule. Whenever the peculiar duties devolved upon any position 
or class of positions may so require, special examiners will be designated 
and commissioned. All examiners for the civil service will promptly 
report to the Commission any violation of the provisions of the fifth 
section of the Civil Service Act. 

Rule XXVII. 
Schedule D shall include the following positions, viz.: 

Class III. 

IN SUBDIVISION in. 

Keepers and janitors of public buildings, arsenals, bureaus, etc. ; watchmen, 
firemen, porters and porteresses in public buildings at Albany. 

SUBDIVISION rv. 
Steam engineers and all other persons engaged in expert mechanical duties in 
public buildings or arsenals. 

Class IV. 

All persons employed in the department of Public Works not otherwise classi- 
fied. 

SUBDIVISION IV. 

First Gh'ode. 
All those receiving an annual compensation less than $500. 

Second Grade. 
All those receiving an annual compensation of $500 or more. 

Class V. 

SUBDIVISION III. 

All persons employed in the Onondaga Salt- Works not otherwise classified. 

Class VI. 
In the prisons and reformatories. 

SUBDIVISION IV. 

Steam engineers and others employed as expert mechanics in prisons and re- 
formatories. 

4 
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SUBDIVISION VI. 

All persons employed not otherwise classified and excepting laborers. 

First Grade, 
Such persons receiving an annual compensation of less than $500. 

Second Grade. 
Such persons receiving an annual salary of $500 or more. 

Class VII. 

In asylums and other similar institutions, and by the Commissioners of Emi- 
gration. 

SUBDIVISION, VI. 

Engineers and expert mechanics and tradesmen. 

SUBDIVISION vni. 
First Grade. 
Attendants, nurses and orderlies. 

SUBDIVISION IX. 

All other persons employed in asylums and by the Commissioners of Emigra- 
tion not otherwise classified. 

First Grade. 
All such persons receiving an annual compensation of less than $500. 

Second Gfrade, 
All such persons receiving an annual compensation of $500 or more. 

EULE XXVIII. 

Tlie positions in schedule D must be filled by such persons as upon 
proper non-competitive examination shall be certified as qualified to 
discharge the duties of such position by an examiner or examiners 
selected or appointed for that purpose by the Commission. The head 
of any oflBce, department or institution, in which there may be a vacancy 
or vacancies in any position or positions in this schedule, may name for 
examination a person for each vacancy. The Commission may pro- 
vide by special regulation that in any institution where a number of 
persons are employed in the same grade, the employing officer may 
name for examination more than one person, in order that there may 
be a list of qualified persons from which to make an immediate selection 
in case of vacancy. Such nominations may be made to the Commission, 
or to an examiner or board of examiners as the Commission may pre- 
scribe by regulations. 

EuLE XXIX. 

Examinations for positions in schedule D shall be in all the four 
classes of (qualifications defined in Eule XXIII, and their scope and 
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details shall be determined in the manner directed in Rule XXIV. 
The examiner or examiners will be instructed by the Commission in 
general or special regulations as to the standard, scope and methods of 
examination, the methods of certification and the character of the 
records and reports to be made. 

Rule XXX. 
Schedule E shall include the following positions : 

Class I. 

SUBDIVISION I. 

All clerks and other persons of whatever designation rendering services similar 
to those of clerks in any branch of the State service. 

Fourth Grade, 

Clerks and like employees receiving an annual compensation of $1,500 or more, 
but less than $1,800. 

Fifth Grade. 

Clerks and like employees receiving an annual compensation of $1,800 or more, 
but less than $2,000. 

Sixth Grade, 

Clerks and like employees receiving an annual compensation of $2,000 or more, 
but less than $2,500. 

Seventh Grade, 

Clerks and like employees receiving an annual compensation of $2,500 or more. 

Class V. • 
Persons employed in the Onondaga Salt Works. 

subdivision n. 
Second Grade, 

■ • ■ 

Receivers and inspectors of salt or of barrels. 

Third Grade, 
Chief inspector of salt and chief inspector of barrels. 

Class VI. 
Persons employed in prisons and reformatories. 

subdivision III. 

Second Grade, 

Keepers in prisons or reformatories receiving an annual compensation of $900 
or less. 

Third Grade. 

Keepers of prisons or reformatories receiving an annual compensation greater 
than $900 except the principal keepers. 
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Fourth Grade, 
Principal keepers. 

SUBDIVISION V. 

Second Grade. 

Teachers receiving an annual compensation of $500 or more, but less than 

$1,000. 

Third Grade, 

Teachers receiving an annual compensation of $1,000 or more. 

Class VII. 

Persons employed in asylums and other similar institutions and by the Com- 
missioners of Emigration. 

SUBDIVISION VII. 

Second Grade. 
Teachers receiving an annual compensation of $500 or more. 

SUBDIVISION VIII. 

Second Grade. 
Supervisors of asylums and wards. 

Rule XXXI. 

The positions in schedule E shall be filled, when vacant, by the pro- 
motion of those in the service in the lower grades* of the same subdi- 
vision in the department, office or institution in which the vacancy or 
vacancies may occur. Promotions shall be made, subject to the pro- 
visions of these rules, by the officer or officers having the power of ap- 
pointment. If, in the judgment of such officer or officers, there be none 
found in the lower grades fit to perform the duties in such vacant po- 
sitions, in that case, and in no other, the positions may be filled in the 
same manner as is prescribed by tliese rules for filling the positions in 
the lowest grade of the same subdivision and class. Promotions shall 
be made by successive grades ; in case of vacancy in any position in 
this schedule, it shall be filled bv a selection from the next inferior 
grade, if there be any person in such grade fit for promotion, and 
if there be no such person, then the promotion shall be made by selec- 
tion from the next inferior grade, and so on until all the inferior grades 
are exhausted, and no person therein found fit, when the position shall 
be tilled by appointment as above provided. 

TIULE XXXII. 

• 

Promotion will, in all cases, be based upon the positive merit of the 
person promoted, and upon his superior qualifications as shown by his 
previous service. There shall be kept in every department, office and 
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institution proper comparative records of the efficiency, punctuality, 
attention and general good conduct of all persons employed therein. 
No person in the service when these rules take effect can be promoted 
without passing an examination under the rules, of the same character 
as would an applicant for appointment to a similar position in the ser- 
vice. Examinations for promotion shall be based upon the actual work 
of the persons named therefor, as exhibited in the records of the office 
where they have been employed, and upon the certificate of their imme- 
diate official superiors that their efficiency and conduct during their past 
service has been in all respects satisfactory and entitles them to favor- 
able consideration. 

KULE XXXIII. 

No recommendation of any person for promotion shall be enter- 
tained or received unless made in the regular course of duty by his 
immediate official superiors, and the presentation of any recommenda- 
tion other than that of such superiors will be considered an unwarrant 
able interference with the public service, and the person so recom- 
mended may be required to show, before being certified for promotion, 
that such recommendation was not made by his request or connivance. 

KuLE XXXIV. 

No temporary appointment or employment shall be made of any one 
not eligible for permanent appointment or employment, except that in 
the prisons, reformatories and asylums, temporary substitutes may be 
appointed, without examination, for not exceeding thirty days, in cases 
of disability by reason of sickness or otherwise, but such temporary 
appointment can be made only once ; and every temporary appointment 
under this rule must be reported to the. Commission within five days, 
with the reason for the same. 

EuLE XXXV. 

No person shall be appointed to any position in the civil service un- 
less he is a citizen of the State and has been a resident thereof for at 
least one year previous to the date of his application or nomination. 
But this restriction shall not apply to the following positions in sched- 
ule D, to-wit : The first grade of subdivision 4 of class 4 ; subdivision 
3 of class 5 ; the first grade of subdivision 6 of class 6, and the first 
grade of subdivision 8, and first grade of subdivision 9 of class 7. Any 
other exceptions from such restriction made by special regulation of 
the Commission shall be reported by it to the Legislature with the 
reasons therefor. 
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Rule XXXVI. 

Ill the selection, nomination or appointment of persons to fill posi- 
tions in schedules B, C and D, or promotion of persons to positions 
in schedule E, no regard shall be paid to the partisan political opinions, 
atiiliation or action of any person so selected, nominated, appointed or 
promoted. 

Rule XXXVII. 

No transfer or promotion shall be made from a position in a sub- 
division in any schedule to a position in another subdivision in that 
schedule, or to one in any other schedule except by virtue of the ex- 
amination and certification prescribed under these rules for admission 
to such last-named subdivision. Transfer without examination may be 
made from a position in one department, office or institution to a similar 
position in another department, office or institution upon the mutual 
consent of the heads of the respective departments, offices or institutions. 

Rule XXXVIII. 

Any application for a position in the civil service, made in contra- 
vention of the provisions of the ninth or thirteenth sections of the Civil 
Service Act, must be rejected. 

Rule XXXIX. 

No question in any examination or proceeding, by or under the Com- 
mission or examiners, shall call for the expression or disclosure of any 
partisan political opinion or affiliation of any person whatever, nor shall 
any discrimination be made by reason thereof ; and the . Commission 
and its examiners shall discountenance all disclosure before either of 
them, of such partisan opinion or affiliation by or concerning any appli- 
cants for examination, or by or concerning any person on any register 
awaiting appointment or employment. 

Rule XL. 

Every original appointment or employment in the civil service shall 
be for a probationary term of three months, at the end of which time, 
if the conduct and capacity of the person appointed or employed shall 
have been found satisfactory, the probationer shall be absolutely ap- 
pointed or employed, but otherwise his employment shall cease. 

Every officer under whom any probationer shall serve during any 
part of such probation shall carefully observe the quality and value 
of the service rendered by such probationer, and shall report in writing, 
to the proper appointing officer, the facts observed by him, showing the 
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character and qualifications of such probationer and of the service per- 
formed by him ; and such reports shall be preserved on file. 

Rule XLI. 

Every false statement knowingly made by any person in his appli- 
cation for examination, and every connivance by him at any false state- 
ment made in any certificate which may accompany his application, or 
any willful complicity by him in any fraud to improve his standing 
upon examination, shall be regarded as good cause for removal or dis- 
charge of such person during his probation. 

Rule XLII. 

If for any sufficient reason it shall be impracticable to supply the 
names of persons who have passed a competitive examination in due 
season for any appointment or employment in any position in schedule 
B, a provisional appointment may be made of a person who has passed 
a non-competitive examination under the direction and regulation of the 
Commission ; but the next report shall give the reason for such resort 
to non-competitive examination. 

Rule XLIII. 

1. All persons having the power of appointment to or employment 
in any position in the civil service must give notice in writing to the 
Commission of the name and place of residence of any person selected 
for appointment or employment in any position, of the rejection of any 
such person after probation, and of the transfers, promotions, resig- 
nations and removals, discharge or death of all persons serving under 
them, with the dates thereof. 

2. Any officer who appoints, employs or promotes a person to or in 
a position in the civil service, the compensation for which is paid from 
the State treasury, or the account for which is subject to audit by the 
Comptroller, shall officially notify the Comptroller of such appoint- 
ment, employment or promotion before certifying or rendering any 
account for the services of such ])erson. Where the payment for the 
services in any position in the civil service is not payable from the State 
treasury nor subject to audit by the Comptroller, the notification as 
above of any appointment, Employment or promotion to or in such po- 
sition, shall be duly made to the fiscal officer empowered by law to pay 
the account for such services. 

Rule XLIV. 
Persons who have been honorably discharged from service in the 
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army or navy of the United States, in tlie late war, shall be preferred 
for appointments to positions in the civil service over other persons of 
equal standing as ascertained under these rules, and the person thus 
preferred shall not be disqualified from holding any position in the 
civil service, on account of his age nor by reason of any physical disa- 
bility, provided such disability does not render him incompetent to 
perform the duties of the position applied for. 

Rule XLV. 

Subject only to the qualifications required to be ascertained in ac- 
cordance with these rules, the power of appointment and the respon- 
sibility of selection are in all cases in the appointing officer. The 
power to remove (existing by law) on the part of any officer is not im- 
paired by any thing contained in these rules. 

Rule XLVI. 

The Commission will cause to be published at such regular periods 
as it may deem proper, a gazette of all appointments, promotions, 
resignations, removals and other changes in the civil service, and in 
case of appointment may publish the names of the persons certifying 
the good character of the appointee. 

Rule XL7II. 

The Commission will make appropriate regulations for carrying these 
rules into effect, and may prescribe blank foims for all applications, 
certificates, records and returns required under the iniles or regulations 
made in pursuance thereof. 

State of New York, ) 
Office of Secretary of State. J 

I have compared the preceding with the original Rules for the Civil 
Service on file in this office, and do hereby certify that the same is a 
correct transcript therefrom, and of the whole of said original Rules. 
Given under my hand and seal of office of the Secretary of State, 
at the city of Albany, this 8th day of July, in the year one thousand 
eight hundred and eighty-four. 

JOSEPH B. CARR, 

Secretary of State. 



GENERAL REGULATIONS 



OF THB 



NEW YORK CIVIL SERVICE COMMISSIOX. 



The Chief Exa.mineb. 

1. The Oliief Examiner shall, so far as practicable, attend the ex- 
aminations held by the geveral boards of examiners for positions in 
schedules B and C. 

He shall take care to secure accuracy, uniformity and justice in the 
proceedings of all examiners and boards of examiners under the rules 
and regulations, and such proceedings and all papers appertaining 
thereto shall at all times be open to him. He shall also from time to 
time inspect the proceedings and papers connected with examinations 
for the civil service of cities held pursuant to the eighth section of 
the Civil Service Act, and shall make report of such inspections to tlie 
Commission. 

2. He shall prepare and submit to the Commission proper schemes 
for examinations, and forms for blanks and records. 

He shall take care that the rules and regulations are complied with 
and shall bring any case of their infraction or of injustice or irregu- 
larity observed by him to the attention of the Commission. It shall 
be his duty, from time to time, to confer with th6 heads of depart- 
ments, offices and institutions in the State service, concerning the 
regularity, sufficiency and convenience of the examinations for the 
service under them. He shall perform such other appropriate duties 
as may be specified in these regulations, or otherwise assigned to him 
by the Commission. 

The Secretary. 

3. The Secretary shall keep the minutes of the proceedings of the 
Commission, and have charge of and be responsible for the safe-keep- 

5 
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ing of the books, records, papers and other property in its office. He 
shall make the proper eertitieation of those eligible for appointment or 
employinent in positions in schedules B and C. He shall generally 
conduct the correspondence of the Commission and perform such other 
appropriate duties as it may assign to him. 

The Stenooraphkr. 

4. The Stenographer shall perform such appropriate duties as may 
be assigned to him by the Commission, or under its direction, by the 
Chief Examiner and Secretary. 

Examiners. 

5. Reocular boards of examiners will consist of three members, one 
of whom shall act as Secretary, and two of whom may conduct an ex- 
amination in the necessary absence of the third. The Secretary shall 
keep a complete record of the proceedings of the board and of all the 
examinations held by it, in such form as the Commission may pre- 
scribe. 

Cy, The Chief Examiner shall, subject to the Commission, issue au- 
thority for holding examinations for positions in schedules B and C, 
and shall prepare questions and supervise other preliminary arrange- 
ments for such examinations. 

7. The boards of examiners will conduct the examinations and esti-- 
mate and mark the standing of the persons competing, or in a non- 
competitive examination shall estimate the qualifications of the person 
examined, and in both cases shall transmit all the papers with their 
report to the Commission. 

8. Whenever the special qnalifi cations required for a position are of 
an expert or professional character, the Commission will give to the 
examining board such advice and assistance from competent sources as 
may be expedient and available. 

9. Boards of examiners for positions in schedule D shull examine 
such persons as are named to them in writing by any ofticer author- 
ized to employ persons in the positions in that schedule, an', shall only 
certify such as satisfy the qualifications for such positions a prescribed 
by the rules and regulations. , They shall report to the <Jommission 
the names of }»ersons examined by them with other pertinent informa- 
tion on forms furnished for that purpose, and will keep on file the 
minutes of their proceedings, with all papers connected therewith, 
which shall at all times be subject to the inspection of the Commission 
and its agents. 
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10. Special boards will be selected and special regulations for exam- 
inations will be issued by the Commission in such cases as it may 
deem expedient. 

11. 1^0 examiner or person serving under the Commission must at- 
tempt to influence the selection, nomination or appointment of any 
person for the civil service. 

12. Care must be taken by examiners to preserve order and decorum 
at examinations and to prevent such visitors as they may admit, by 
conversation or otherwise to obstruct or distract those being examined. 

13. Exa.i.iners must not disclose for public information, unless by 
consent of those examined, more than the general results of examina- 
tions, without the details of answers given. 

14. Any person after receiving official notiiication of his standing as 
ascertained by a competitive examination, may in person, or by duly 
authorized agent, inspect in the presence of the Chief Examiner or the 
Secretary of the Commission, his examination papers and the markings 
thereon. 

15. Complaints which show any injustice or unfairness on the part of 
any examiner or examining board, or by any one acting under the 
Commission, will be considered by the Commission, which reserves the 
right to revise the marking and grading on the papers, or order a new 
examination, or otherwise act as substantial justice in the premises 
may require. 

16. For the purposes of examinations, examiners are authorized by 
the lat>t clause of the third section of the Civil Service Act, to request 
the use of suitable rooms in public buildings and the lighting and the 
heating of the same. In all cases the requisition for such accommoda- 
tion should be in writing, reciting the provision of law above referred 
to and denoting the amount of room required, and should be addressed 
to the State, county, city, town or village officer having custody of the 
public building. School rooms are generally those best adapted for ex- 
aminations. 

17. Accounts of examiners (who are not otherwise in the civil ser- 
vice) for services and for reimbursement for necessary expenditures, 
should be rendered in the forms prescribed and sent to the Commis- 
sion for approval before payment. 

Applications fok Positions. ♦ 

18. Applications for admission to competitive examinations for po- 
sitions in schedule B will be directed to the "Civil Service Commission, 
Albany, N. Y." Blank forms for such applications and for the re- 
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quisite certificates will be furnished upon request, wliicli sliould specify 
the position in the service sought by the apph'cant. All applications 
for positions in schedules A, and D must be made to the head of the 
department, office or institution wherein the position is sought. 

19. Tlie Commission cannot advise persons as to vacancies in the 
service, nor furnish any information as to the duties, salaries, course of 
promotion, or other conditions of positions, except snch as may be found 
in printed regulations. No advice can be given as to the course of 
preparation that applicants should follow, nor can specimens of the 
examination papers be furnished. 

2'). All application papers and accompanying certificates will remain 
on file in the ofiice of the Commission, and under no circumstances or 
conditions will the originals be returned to the applicant. 

Examinations. 
I. Competitive, 

21. Applicants will be admitted to examination upon the production 
of the official notification to appear for that purpose. Each applicant 
will receive a number, which will be indorsed upon his notification 
when produced, and the notifications so indorsed shall be sealed in an 
envelope; each applicant will sign his exunination papers With his 
number, omitting his name, and the envelope shall not be opened until 
all the examination papers have been received and the markings and 
gradings made. 

22. All examinations shall be in writing, except such as refer to 
physical qualities or expertness. 

23. The sheets of questiotis will be numbered and will be given out 
in the order of their numbers, each after the first being given only 
when the competitor has returned to the examiners the last sh,eet given 
to him. In general, no examination shall extend beyond five hours 
without interuHssion ; and no questions given out at any session, to any 
candidate, can be allowed to be answered at another session. Each 
applicant must complete his examination on the obligatory subjects, 
before taking up any of the optional subjects. 

24. Each examiner will exercise all due diligence to secure fairness 
and prevent all collusion and fraud in the examinations. 

25. The time allowed for completing the examination will be an- 
nounced before the first paper is given out. For the obligatory subjects 
the examination should be confined to a single day, but the examiners 
may extend such time in special eases of emergency. 
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Marking, 

20. The exainination papers shall be reviewed by each examiner 
separately, and, in any case of disagreement, the average of the markings 
made on any question or paper by all shall be the final marking on 
such question or paper subject to the regulation as to revision. 

27. The j^apers of all the competitors in each subject should be ex- 
amined, compared and marked before the papers in another subject are 
taken up. 

28. The marking of each question or subject shall be made on a 
scale of LOG, which maximum shall represent accuracy or the highest 
pojssiblo attainment; and shall represent absolute ignorance. Hand- 
writing^ will be judged by its legibility, uniform and correct formation 
of letters and ease of execution. Upon a comparison of the handwrit- 
ing of h\\ the competitors, the best and worst should be first agreed 
upon, and the two extremes of the scale thus fixed ; the others should 
be marked relatively to them. In writing from dictation or copying 
from manuscript, the omission, repetition or substitution of words, the 
ernsures, blots and other evidences of carelessness, will proportionately 
to their numbers reduce the marking below 100. Spelling will be 
marked with reference to the ratio the misspelt words bear to the whole 
number of words dictated. Making abstracts or summaries of docu- 
ments, and letter-writing will be marked as in handwriting, by agreeing 
upon the best and worst examples and having marked them, then pro- 
portionately marking the others. 

In each of the other subjects, each question shall be marked on the 

scale of 100, and the sum of such markings divided by the number of 

questions in that subject shall be the competitor's standing on such 

subject. 

Grading. 

29. The absolute or average general standing of each competitor will 
then be made up in form as follows, in accordance with the respective 
weight accorded to each subject by the regulations, thus : 



EXAMINATION OF. 



SUBJECTS. 



1. Writinar from dictation 

2. Hand writing? 

3. Spellint; 

4. Arlthmetio 

5. Ue|Hirtiii>; in writing from memory 



Total product 



Divide by sum of weifthts or . . 
Oeiierat average standing. 



Weight 
given to 
subject. 



2 
3 
1 
2 
2 



10 



Standing 

on 
subjects. 



80 
75 

78 
H2 
88 



Product of 

weight and 

standing. 



160 
225 
78 
184 
17tf 



8;.3 



82.3 
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OR EXAMINATION OF. 



SUBJECTS. 



1. Wrltliisr from dictation .. 

2. Copying; from luaiiuacript. 

8. HandwritiniC 

4. Spelllnte . ■.. 

5. Arithmetic 

6. GeoirrHphy and history.... 

7. ('oi)r>tituti<»nal quedtluus .. 

8. Making a summary 



Total product 

Divide by sum of weights or... 
General average standi ng. 



Kook-keeping 
Stenn^rapiiy.. 



Optional Subjects. 



Weight 
given to 
subject. 



3 
2 

4 
8 
4 
1 
1 
2 



20 



Standing 

on 
subjects. 



96 
97 
85 
88 
08 
80 
63 
72 



Product of 

weight and 

standing. 



288 

m 
m 

284 

872 

80 

63 

144 



1,745 

*87.185 



80 
9S 



It will be observed that the standing on each subject is niultiph'ed by 
the weight given that subject and the product placed in the third column, 
and the sum of these products divided by the sum of the weights gives 
the i!:eneral average standing. 

If, in the marking, it is found that the standing of a competitor on 
any sibject falls below fifty, the further marking of the papers of such 
competitor may be dropped (rule XV), and such fact recorded on the 
face <»f the papei- in red ink. 

30. The gi^ading of the several competitors being completed, their 
names will be enrolled in the order of their excellence, as determined 
by such examination, upon a register of eligible persons in form as 
prescribed by the Commission. 

31. Every paper in any examination not formally certified' by the 
examiners will be signed with his initials in ink by each examiner who 
has reviewed and mai-ked it. 

32. Priority of date in examination will give no advantage in posi- 
tion on the eligible list. The names of the thi*ee persons highest in 
general average standing on the li ts for any grade will be certified for 
selection without regard to dates of examination, and subject only to 
the preferences of competitors on record for cei'tain departments or 
otHces, or to the certificate of the appointing officer, that an optional 
subject is of prime importance. 



Non-Competitive, 

33. Schedule C, — The boards of examiners before whom shall appear 
any person named for a position in schedule C, subject to a non-cm- 
petitive examination, will repoi^t to the Commission the facts regard 
ing such person furnished to or ascertained by them upon the fir 
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three points as required by rule XXIII. Upon the fourth point as 
required in said rule, they will examine the person so appearing in 
the several subjects prescribed by regulations in accordance with rule 
XXIV". Such examination will be in writing and the standing on 
each subject will be marked in the manner herein directed for com- 
petitive examinations. 

The grading of such person, together with the examination papers 
and the report on the other points of inquiry, shall be transmitted to 
the Commission, as soon after the examination as practicable. 

34. Schedule D, — The boards of examiners for positions in sched- 
ule D shall take evidence of the qualifications of persons properly 
appearing before them, as the same are defined in rule XXIX, and 
regulations pursuant thereto. So far as may be practicable such ex- 
aminations shall be in writing. If the board is satisfied that any per- 
son so appearing is duly qualified to discharge the duties of the posi- 
tion for which named, a certificate of qualification will be granted by 
the board in such form as the Commission may prescribe. Oflicers 
having the authority to employ persons in the positions included in 
schedule D may directly name persons to any such board for examina- 
tion. Quarterly reports on the first days of January, April, July and 
October in every year will be made by such boards to the Connnis- 
Bion, giving names of all persons examined, the positions for which 
named, and whether or not certified as qualified. Intermediate reports 
of a similar nature will be made when specially required. 

For Promotion. 

35. Examiners will carefully inspect the work performed during the 
» previous year by the persons named for promotion as regards its accu- 
racy and neatness, and should personally question them concerning their 
office Work and its purposes, in order to ascertain if they have a general 
and intelligent knowledge of the business in the department where 
they are employed. No part of the examination need be by written 
answers to written questions, but the examiners may require the persons 
examined to give a written description of the work done by them and 
its relation to the duties of others. 

General, 

36. As soon as practicable after an examination the papers of the 
candidates will be marked, and their standings ascertained and com- 
'^unicated to them by the Sercretary of the Commission by mail. 
Prior to that time no inquiries addressed either to the examiners or thp 
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Commission will be answered. No letters explanatory of errors pre- 
sumed to have been made in an examination will receive any attention. 

37. The Commission cannot nndertake to answer inquiries relating 
to cases which are not officially before it for decision, nor can it decide, 
except in cases of actual candidates on its registers, questions respect- 
injj; the application of the rules and regulations. 

38. Particular answers cannot be given to inquiries which are an- 
swered expressly or by implication in published regulations and similar 
documents. 

39. The schemes of qualifications and subjects of examination of the 
same for positions in schedules C and D will be published from time 
to time for general information. 

In regard to many of such positions, the nature and extent of such 
examinations will not be determined until after a vacancy in the posi- 
tion occurs. 

No information can, therefore, be given in regard to such positions 
other than is published as above mentioned. 



OLASSIFIOATIOTS" 



or THS 



CIVIL SERVICE. 



Approved by the Governor on September 3| 1883. 



The letters A, B, G, D and E, in brackets, indicate the schedule under the Rules, in which 
the class, subdivision or grade is included. 

Class I. 

All assistants and deputies of executive and administrative officers, 
and all clerks and other persons of whatever designation rendering 
services similar to those of clerks in any branch of the State service. 



SUB-DIVISION I. 

First Grade. [B.] 
Clerks and like employes receiving an annual compensation of less than $1,000. 

Second Orctde. [B.] 

Clerks and like employes receiving an annual compensation of $1,000 or more, 
but less than $1,200. 

ITiird Grade. [B. ] 

Clerks and like employes receiving an annual compensation of $1,200 or more, 
but less than $1,500. 

Fourth Grade. [E.] 

Clerks and like employes receiving an annual compensation of $1,500 or more, 
but less than $1,800. 

Fifth Grade. [E.] 

Clerks and like employes receiving an annual compensation of $1,800 or more, 
but less than $2,000. 

Sixth Grade. [E.] 

Clerks and like employes receiving an annual compensation of $2,000 or more, 
bntless than $2,500. 
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Seventh Grade. [E.] 
Clerks and like employes receiving an annual compensation of $2,500 or more. 

SUBDIVISION II. [A.] 

Deputies and assistants of principal officers or heads of departments; the pii- 
vate secretary of the Goveruor ; the clerk aud reporter of Jthe Court of Appeals; 
the secretaries of State boards and commissions (but not assistant secretaries, they 
being rated as clerks); the chief examiner of the civil service; treasurers of 
asylums; game and fish protectors ; superintendent of public buildings. 

Class II. [C] 

All persons of special qualifications (except those employed in the 
department of public works, the salt works, prisons, reformatories, 
asylums and other charitable and corrective institutions), including 
directors or curators of museums ; geologists, botanists and entomolo- 
gists and their respective assistants; librarians and their assistants; 
civil engineers and surveyors ; chemists ; sanitary experts ; principals, 

Erofessors and teachers in normal schools ; inspector of quarantine 
ospitals ; medical superintendent of emigrants. 

Class III. 

All persons engaged in duties, other than those of clerks, in the 
courts and public offices and buildings at Albany and the State arsen- 
als, except as laborers, and not included in the preceding classes. 

SUBDIVISION I. [C] 

Court criers and attendants ; court and other marshals. 

SUBDIVISION II. [0.] 

Superintendents and assistant superintendents in charge of public buildin^^ 
under the general superintendent. 

SUBDIVISION III. [B. and D.] 

Keepers and janitors of public buildings, arsenals, bureaus, etc. ; oflice messe*:* 
gers; orderlies in public buildings ; watchmen; firemen; porters and porteress^^ 

SUBDIVISION IV. [D.] 

Steam engineers and all other persons engaged in expert mechanical duties i 
public buildings or arsenals. 

Class IV. 

All persons employed in the department of public works other tba 
the assistant superintendents, collectors of statistics and clerks {yrJr 
are included in Class I), and excepting laborers. 

SUBDIVISION I. [C] 
Superintendents of repairs. 
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SUBDIVISION II. [B.j 

Inspectors of boats and cargoes. 

SUBDIVISION III. [C.J 

First Grade. 
Hodmen and levelers. 

Second Grade. 

Assistant engineers below the rank of resident. 

Third Grad^. 
Resident engineers. 

Fourth Grade. 
Division engineers. 

SUBDIVISION IV. [D.] 

All others employed in said department not otherwise classified. 

First Grade. 
All those receiving an annual compensation less than $500. 

Second Grade. 
All those receiving an annual compensation of $500 or more. 

Class V. 

All persons employed in the Onondaga salt works, except the deputy 
superintendent (Class I). 

SUBDIVISION I. [C] 

First Grade. 

Engineers, except the chief engineer, overseers of pumps and supervisors of 
iqueducts and reservoirs. 

Second Grade. 
Chief engineer. 

SUBDIVISION II. 

First Grade. [C] 
Assistant inspectors of salt or of barrels. 

Second Grade. [E.] 
Receivers and inspectors of salt or of barrels. 

Third Grade. [E.] 
Chief inspector of salt and chief inspector of barrels. 

SUBDIVISION III. [D.] 

All others employed and not otherwise classified. 
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Class VI. 

All persons employed in prisons and reformatories, except tl 
included in Class I. [C.] 

SUBDIVISION I. [C] 
Wardens and agents of prisons; superintendents of reformatories. 

SUBDIVISION II. [C] 

Physicians; chaplains; principal matrons. 

SUBDIVISION ni. 

First Grade. [B.] 
Guards in prisons. 

Second Grade, [E.] 

Keepers in prisons receiving an annual compensation of $900 or less. 

Third Grade. [E.] 
Keepers of prisons receiving an annual compensation greater than $900, es 
the pnncipal keepers. 

F<mrth Grade. [E.] 
Principal keepers. 

SUBDIVISION IV. [D.] 

Steam engineers and others employed as expert mechanics in prisons 
reformatories. 

SUBDIVISION V. 

First Grade. [B.] 
Teachers in reformatories receiving an annual compensation of less than $• 

Second Grade. [E.] 
Teachers receiving an annual compensation of $500 or more, but less 
$1,000. 

Third Grade. [E.] 

Teachers receiving an annual compensation of $1,000 or more. 

SUBDIVISION VI. [D.] 

All other persons employed in prisons and reformatories, except laborers. 

First Grade. 
Such persons receiving an annual compensation of less than $500. 

Second Grade. 
Such persons receiving an annual compensation of $500 or more. 

CLASS VII. 

All persons employed in asylums for the insane, idiots, the blind and deai 
dumb, and in similar institutions, and by the commissioners of emigratior 
cept those included in Class I and laborers. 
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SUBDIVISION I. [C] 

Superintendents of insane asylums. 

SUBDIVISION II. [C] 

Superintendents of asylums other than those for the insane. 

SUBDIVISION III. [C] 

Assistant physicians and pathologists in insane asylums. 

SUBDIVISION IV. [C] 

Physicians other than those in insane asylums. 

SUBDIVISION V. [C] 

Stewards of asylums. 

SUBDIVISION VI. [D.] 

Engineers and expert mechanics and tradesmen. 

SUBDIVISION VII. 

First Grade. [B.] 
Teachers receiving an annual compensation of less than $500. 

Second Grade. [E.] 
Teachers receiving an annual compensation of $500 or more. 

SUBDIVISION VIII. 

First Grade. [D.] 
Attendants, nurses and orderlies. 

Second Grade. [E.] 
Supervisors of asylums and wards. 

SUBDIVISION IX. [D.] 

All other persons employed in asylums and by the commissioners of emigration. 

First Grade. 
All such persons receiving an annual compensation of less than $500. 

Second Grade. 
All such persons receiving an annual compensation of $500 or more. 

In the above classification the inclusion of any specified official in 
^ny class, subdivision or grade shall not apply to any person acting 
^B or termed as a deputy or assistant of such official, nor to any person 
Acting for or as such official in case of absence, vacancy in ofiice or 
otherwise. 

The term " deputy " or " assistant " is not recognized in this classi- 
Bcation, unless such designation is authorized by law. 

Where any person receives a compensation rated not by the year, 
but by the day, week or month, the classification of such person, when 
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dependent npon compensation, will be based upon his pr her equivalenl 
annual compensation. 

The classes indicate the several grand divisions of the service. Th< 
subdivisions are intended to mark the distinct kinds of qualificatioi 
necessary in each class, and the grades in the subdivisions are designee 
as steps for advancement by formal promotion. 

The omission in the above classification of any oflScial designatioi 
or appellation of a position in the service will not exclude such posi 
tion from the classification, as it will be comprised in the class t< 
which it belongs by the general specification of such class. 



REGISTER OF QUALIFICATIONS, 



SCHEMES FOR EXAMINATIONS AND LIMITS OF AGE. 



Schedule B. 

Under the provisions of Civil Service Rule XIV, the following schemes have 
en prepared for the several grades and subdivisions in schedule B. 

Clerkships, positions as oolleotors of canal statistics (Class I, Subdi- 
sion I, Grades 1 and 2). Salaries less than $1,200 per annum. ,^ 

Clerkships, positions as inspectors of canal cargoes (Class IV, sub- 
vision II). 
Age not less than 21 years nor more than 50 years.* 

Obligatory Subjects, Relative 

Writing from dictation (about one page of foolscap) 3 

Copying from manuscript (about one page) 2 

Handwriting 4 

Spelling 2 

Arithmetic (viz. : 4 examples in numeration ; 4 in addition ; 6 in fractions ; 

and 4 in reductions of weights and measures) 3 

Geography (viz. : 4 questions regarding the State of New York; and 2 re- 
garding the United States) 1 

Total 15 

Optional Subjects. 

Expert penmanship. 

Elements of book-keeping. 

Type-writing. 

Special qualification for any department of the civil service specified by the ap- 

Icant. 

Clerkships and like positions (Class I, Subdivision I, Grade 3). Salaries 
' $1,200 per annum or more, but less than $1,500. 
Age not less than 21 years nor more than 50 years.* 

'^ILimitation of age does not apply to persons honorably discharged from the military or 
^Tal service of the United States in the late war. 
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Obligatory Subjects, Relat 

1. Writing from dictation (about one page of foolscap) 

2. Copying from manuscript (about one page) 

3. Handwriting 

4. Spelling 

5. Arithmetic (1 example in addition ; 8 in fractions ; 2 in reduction ; 3 in 

proportion ; 4 in interest and discount) 

6. Geography and history (4 questions of each relative to New York, and 2 

of each relative to the United States) 

7. Constitution (3 questions concerning that of New York ; and 2 that of 

the United States) 

8. Making a condensed summary of a document (not exceeding 6 folios) . . . 

Total.. . 

Optional Subjects. 
Expert penmanship. 

English composition or letter-writing. 

Book-keeping. 

Shorthand-writing. 

Type-writing. 

Foreign languages. 
I Special qualification for any department of the civil service specified by the j 
plicant. 

N. B. — About all the clerkships in the State Departments at Albany are 
this grade. Clerks admitted by the examination for the first and second grac 
cannot be subsequently promoted to the third grade unless able to pass the c 
amination for that grade. 

Office messengers and orderlies in public buildings (Class III, part 
Subdivision III). 
Age not less than 21 years nor more than 45 years.* 

[ Guards in prisons (Class VI, Subdivision III, Grade 1). 
Age not less than 25 years nor more than 40 years.* 

Obligatory Subjects, Relate 

weigh 1 

1. Writing from dictation (about one page of foolscap) 

2. Handwriting 

3. Spelling 

4. Arithmetic (5 examples in numeration ; 4 in addition ; 2 in subtraction ; 

2 in multiplication and 3 in division) 

5. Writing down from memory the substance of matter orally communicated 

Total 

N. B. — Candidates for the positions of office messenger or orderly must be : 
approved physical condition for active duties. 

'*' Limitation of age does not apply to persons honorably discharged from the service of tt 
United States in the late war. 
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Applicants for position of prison guard, in addition to the other requirements 
specifically named in Rule X, must furnish satisfactory vouchers that they are 
not of an irascible or passionate disposition and are of a kind and humane dis- 
position. They must be not less than five feet nine inches in stature when un- 
shod, and before being admitted to service must pass a physical examination by 
the prison physician . 

Tdaohers in reformatories (Class VI, Subdivision Y, Grade 1). 

Teachers in asylums, etc. (Class VII, Subdivision VII, Grade 1). 
[The schemes of examination for these positions have not yet been prepared 
and will probably be varied to meet the special requirements of the respective 
institutions, and so far as practicable and necessary will be based upon the ex- 
aminations for " State certificates," under the direction of the Superintendent of 
the Department of Public Instruction.] 

In addition to the obligatory subjects above given to clerkships, certain clerks 
employed by the Commissioners of Emigration are obliged to be conversant with 
*he German language, and weight is given to proficiency in other modern Euro- 
peau languages. 

Schedule C. 

In positions in this schedule where the duties are professional, technical or ex- 
P^i't, the nominees or candidates will be required to show what preliminary train- 
^'^S or technical education they have undergone to qualify them for such situa- 
tioxis before they can be admitted to examination. 

^ Additional assistant engineer on canals. 

1. Arithmetic. 

2. Geometry. 

3. Applied or practical geometry. 

4. Plane trigonometry. 

5. Mensuration. 

6. Use of instruments. 

7. Mechanics. 

8. Practical construction. 

H. Additional leveler on canals. 

1. Arithmetic to evolution. 

2. Plane trigonometry. 

3. ^Mensuration. 

4. Use and adjustment of instruments. 

5. Tabulation of field notes. 

6. Making profile draughts. 

7 



INSTRUCTIONS TO EXAMINERS- 



[The instructions and special regulations prepared for the examinations held 
throughout the State on April 24, 1884, being generally applicable to all competi- 
tive examinations for the State service, they are given below with few changes.] 

In order that the proceedings at all j)laces may be uniform, the following in- 
structions are given for the guidance of those selected by the Commission as ex- 
aminers to conduct the competitive examinations for the State service. 

1. All the necessary arrangements for the examination-room and its proper fui*- 
niture should be completed several days prior to the date of examination. Ref- 
erence is made to the last clause of section three of the Civil Service Act, wherein 
permission is granted to use certain public buildings. The desks should be 
arranged so that competitors cannot communicate with each other or copy each 
other's papers without observation. There should be at least twenty-five square 
feet of table for use of the examiners, and this should be so placed that super- 
vision may be had of every desk. On the evening prior to the examination each 
desk should be provided with a stand supplied with ink, two pen-holders with 
pens and a blotting pad. It will be of great advantage to secure the sei-vices of 
a competent and trustworthy person to receive the candidates at the door of the 
examination-room and who might also assist the examiners during the entire 
day, particularly in distributing the papers to candidates. The attention of all 
concerned is respectfully invited to the fifth section of the Civil Service Act, 
which makes penal certain offenses. 

2. The blank questions in sealed envelopes will be sent by mail or express from 
the office of the Commission so as to reach each place of examination at least 
twenty-four hours before the date of examination and should be deposited with 
seals intact, in some secure place. An accompanying package will contain the 
stationery and envelopes, each inclosing a desk card. 

8. On the day of examination the chosen assistant should attend early at the 
door of the examination-room with the package of envelopes containing desk- 
cards. It will be convenient to have a stand or small table on which to place 
these cards. Each notified applicant must present to the attendant as a warrant 
for his appearance the official notification signed by the Secretary of the Commis- 
sion, and no one should be admitted who does not present such notification. The 
attendant will give the applicant one of the envelopes, from which the applicant 
will take the card inclosed, and indorsing upon his notification the number on 
the card will put the notification in the envelope, seal it, and return it to the at- 
tendant. The applicant retaining the card, will then be admitted to the examin- 
ation-room as an accepted candidate. No applicant, presenting himself after 10 
o'clock, A. M., should be admitted, since^no matter what may be the cause of delay, 
his admission after that hour would derange the proceedings. 
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4. At 10:05 A. M., the examiners should anuounce the beginnlDg of proceedings, 
and should request the candidates to separate themselves into three groups: One 
to contain all candidates for positions as orderly or messenger in public buildings 
and prison guards ; the second to contain all candidates for first and second grade 
clerkships ; and the third to contain all candidates for third grade clerkships. 
For convenience, each group should then be seated by itself, as the examination 
for each is distinct.* 

5. All being properly seated and order restored, one of the examiners should 
ask if all the candidates have carefully read the regulations for examination sent 
to them with their notification, and also if all are provided with ink and pens. 
In the mean time the other examiners should break the seals and open the pack- 
age of examination papers, which will be found in four parcels, one containing 
questions, etc., for third grade clerkships, printed on white paper; one for 
second and third grade clerkships, on blue paper; and one for orderlies, prison 
guards, etc., on yellow paper; and the fourth marked ** optional," containing 
questions on optional subjects, and which parcel should not then be opened. The 
papers from the several parcels should be kept distinct on the table, and each 
color will be found to contain several sets of questions, numbered from one up- 
ward, in each series. 

6. The first paper from each series, viz.: ** writing from dictation," will be dis- 
tributed to each candidate in the respective groups. In the white parcel, on a 
large card, will be found printed the matter to be dictated (which is to be read to 
and written down by all the candidates). After notice, one of the examiners will 
begin to read the matter to be dictated slowly and one phrase at a time, so that 
it may be fairly copied, and to avoid, if possible, a repetition which is apt to 
confuse the writers. Great care should be taken to read deliberately, with dis- 
tinct utterance, until the whole has been read. Then, for review and proper 
punctuation, the whole should be again read with ordinary rapidity. 

7. The exercise in dictation is the only one in which all the groups join in 
unison, and after its completion all the papers should be taken up. The second 
papers in each series should then be given out to the candidates in the respective 
groups, and thenceforward the successive papers in numerical order, but only one 
at a time. Each candidate, when he completes a paper, is to be furnished with 
the next one, without regard to the progress of others in the group. The com- 
pleted papers are to be taken up before the next ones are given out. In distribut- 
ing the second paper, viz.: ** Copying from manuscript," to the two groups of 
candidates for clerkships, one of the lithographed drafts of letter will be given 
as the matter to be copied. 

8. Only general explanations should be given to candidates, and these should 
be limited to methods of procedure. No information or aid in solving questions 
should be permitted from any source, and vigilance should be exercised to pre- 
vent the use of any book or manuscript for such purpose, or copying from the 
papers of another candidate. No candidate should be allowed to leave the room 
while engaged upon a paper. One examiner should always be present in the ex- 
amining- room. 

9. The examiners will preserve order and decorum, and no conversation or 

* Of course grouping will be unnecessary when the examination Is for a single grade only. 
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unusual noise by the candidates should be permitted. Tliey should not allow any 
Tisitors admitted by them to distract the attention of the candidates. No such 
visitor should be admitted, except by invitation of the examiners, and not more 
than two at any one time. The natural nervousness of candidates under examina- 
tion is apt to be increased by the consciousnesig that they are observed, or their 
work scrutinized by those not oflBcially in charge, and great discretion should be 
exercised in the admission of visitors, who should not be permitted to inspect 
the answers in the presence of the candidates. Special care must be taken that 
nothing regarding the work of the candidates is procured for publication. The 
examiners hold all the papers in trust for the Commission. 

10. If a candidate declines to complete all the papers and withdraws from the 
examination, he must deliver to the examiners his desk-card, on which the time 
of his withdrawal should be marked. Also as each candidate completes all the 
papers he will deliver his desk-card, on which the time of completion should be 
marked. All these desk-cards will be retained by the examiners. 

11. Each candidate on leaving will inform the examiners what optional subjects, 
if any, he desires to be examined in, and they will name a time and place for him 
to appear for such purpose. 

12. The time occupied in the examination on obligatory subjects must not ex- 
ceed eight hours. If this space be reckoned from the distribution of the first 
paper (10:10 a. m.), with an allowance of twenty minutes for luncheon, the close 
of the examination would be at 6:30 p. m., or about sunset. (N. B. — The time 
as expressed herein for the beginning and close of proceedings is the exact or 
solar time, and not the standard railroad time, recently adopted.) Should there 
occur an accidental delay in opening proceedings, or their suspension through any 
unforeseen cause, the examiners, in accordance with the twenty-second General 
Regulation, will see that the full period of eight hours is allowed, but in no case 
should such allowance of eight hours be exceeded. Ten minutes before the time 
for closing the examination, notice of such closing should be given to the candi- 
dates, and at the close all papers, finished and unfinished, will be taken up. 

Optional Subjects. 

13. While it is presimied that only a small number of candidates will desire to 
be examined on optional subjects, the interest of the public service will be sub- 
served by giving full opportunity to all who desire such privilege. The examin- 
ation on these subjects being comparatively brief, it may be held on the evening 
of the day of general examination or the next day and in a smaller room. 

A special package of papers, for examination on such of the optional subjects 
as could be prepared in advance, will accompany the other papers. These are for 
"Elements of Book-keeping," ''Book-keeping," ** Foreign Languages," and 
"Stenography," and full directions are given at the head of each paper. 
For the other subjects the following plans will be pursued : 
Expet*t Penmanship, This is an accomplishment of piime importance in some 
positions and in great value of all of them. The candidate will copy the paper 
for *' Stenography," and may also exhibit his skill in peti-printing and other styles 
useful or ornamental in engrossing, copying, recording, preparing tabular state- 
ments, etc. The time occupied will be denoted on the papers by the examiners. 
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Type-writing, It is presumed that a type-writing machine is accessible at each 
place of examination. Tlie candidate will be given a copy of these instructions 
and directed to copy from the first page the paragraphs marked 1 and 2 (that is 
from *'all the necessary," etc., to *' desk-card "). Only one trial is to be allowed, 
and the time occupied in the type;writing will be written at the foot of the page, 
and signed by one of the examiners. | 

English Composition or Leiter-ioriting. The examiners will select a subject for 
an essay or letter, writing the subject at the head of the sheet of foolscap paper. 
The candidate will then in their presence write the essay or letter, which should 
not exceed two pages in length. The time occupied should be recorded, and cer- 
tified at the foot of the paper. 

Special qual\fi4iation for any department of the public service. The candidate 
will give in writing the details of the special experience or training which he 
claims would be valuable in the service. If such proficiency is capable of a prac- 
tical test, such as a facility in adding correctly and rapidly long columns of 
figures or in casting interest, or in making general averages, the representatives 
may test such qualifications and certify their estimate of the same to the Com- 
mission. 

Care must be taken that all such papers are, for the purposes of identification, 
marked with the candidate's desk number, as on the papers for obligatory sub- 
jects. 

Marking and Grading. 

In addition to the instructions given in General Regulations 26 to 32, special 
directions as to marking and grading will be given to examiners when deemed 
necessary by the Commission. 
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Civil Sbrvicb Commission 
AxBAirr, March 31, 1884 
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As provided by Civil Service Rule IX, the following special regulations are 
wed for the guidance of applicants who may appear as candidates in the com- 
titive examinations for the State service. 

1. Applicants must present themselves punctually at the times and places speci- 
d in their oflBcial notifications. No one will be admitted except upon the pro- 
iction of such notification signed by the Secretary of the Commission. Under 
) circumstances can any applicant be admitted after 10 o'clock, a. m.* 

2. Before entering the examination-room each applicant will be presented with 
I envelope, from which he will take a card inscribed with a number, and he will 
tain this card and indorse plainly the same number on his notification and place 
e notification in the envelope, seal it and return it to the person in attendance, 
id will then be admitted as an accepted candidate. The number on the card is 
10 wn as the **desk number," find such number and the name of the city where 
e examination is held must "be put at the top of every paper used by the candidate in 
e eooamiinaiion. This number is necessary as a means of identifying the papers 
ith the name of the candidate when the envelope is opened. The name of the 
ndidate must not appear on any examination paper. The desk number is so im- 
)rtant that the attention of each applicant is particularly directed to the neces. 
ty of a correct and plain indorsement of the number on the notification before 
is put in the envelope and sealed. 

3. The examination will be in charge of the examiners appointed by the Civil 
3rvice Commission, who will decide all matters and preserve order. 'They must 
3 obeyed in all respects, and are authorized to expel any one guilty of unseemly 
: disrespectful conduct. 

4. The proceedings will begin by the separation of the candidates into three 
roups — one of applicants for positions as orderlies and prison guards; one for 
rst and second grade clerkships; and one for third grade clerkships. Each 
roup will be seated by itself. 

5. Candidates will be furnished with paper, pens and ink, but those who are 
jcustomed to use any particular pen are advised to bring it with them, 
encils must not be used, and all the writing and figures must be in ink. In 
riting from dictation and copying from manuscript, stylographic pens must not 
e used. 

* This la by exact or solar time and not standard railroad time. 
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6. The questions used in the examination are printed with sufficient space after 
each for an appropriate answer, and the answer must be written in that space. 
A single sheet of foolscap paper is given each candidate for experimental calcu- 
lations, but in solving the arithmetical problems, the entire process must be given 
in the space provided. A simple answer, without such process, will not receive a 
maximum mark, even if correct. It is for the interest of the candidate that the 
full operation be thus shown, since the examiners may thus detect any errors oc- 
curring through inadvertence, which might otherwise be attributed to ignorance 
of methods. 

7. No candidate can be allowed to leave the examination-room until he has 
completed or given up the paper on which he is engaged. No changes or cor- 
rections in papers can be made after they are given up to the examiners. 

8. No conversation, disturbing noise or actions will be allowed. Whenever a 
candidate has completed a paper, and wishes the next one, or desires any explana- 
tion, he will hold up his hand, and one of the examiners or their attendant will 
visit his desk . 

9. Candidates are warned not to bring with them for consultation any books or 
manuscripts ; any use of such assistance, either in the examination-room or else- 
where during the examination, will be considered such a violation of the regula- 
tion as may lead to the rejection of the offender's papers. 

10. The same penalty will be incurred by any candidate who copies from the 
papers of another or permits his own papers to be copied, or who receives or gives 
assistance of any kind, or who writes upon his papers any irrelevant or disrespect- 
ful remarks. 

11. Candidates are recommended to bring tlieir luncheons with them, and to 
eat them in the examination-room. For the convenience of those coming from a 
distance, it is desirable to complete the examination in a single day, and the time 
consumed in going out for a meal would seriously abridge a candidate's available 
time for work. 

12. The time allowed for tlie obligatory examination is eight hours, with an 
additional allowance of twenty minutes for luncheon. This time cannot be ex- 
tended, but the examiners will not include any general delay, interruption or sus- 
pension of the proceedings through accidental causes. In this connection candi- 
dates are advised as a precautionary measure to carefully study the schemes of 
examination, in order to make an approximate allowance of time for each sub- 
ject. The eight hours is ample for the longest task, /. e., the third grade clerk- 
ship' scheme, but candidates are often apt to waste so much time in revi&wing and 
recasting tlieir worh^ and generally without advantage^ that they are hurried in the 
later subjects, and so often do themselves an injustice which cannot be repaired. 

Ten minutes before the time of closing, notice will be given, and at the expi- 
ration of that time all the papers, finished and unfinished, will be taken up. 

13. In order that applicants may have a clear understanding of the scope of 
the examinations for the several positions open for competition, their attention is 
directed to the published schemes for examination.* By a careful study of these 

See page 47. 
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each applicant can estimate the amount of time he can allow for the re£(pectiye 
subjects and so not be hurried in any of them. 

14. Finally, all candidates are advised that earnest and determined endeavor 
to honestly do the best, without worry or undue anxiety, will produce the highest 
possible result. The ordeal of these examinations, except in tbeir necessary con- 
finement, is not exacting or in any way difficult to those who have availed them- 
selves of the free education the State proffers to all. 

8 
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BLANK FORMS. 



Form No. 1-a. — Application Paper. 

NEW YORK CIVIL SERVICE COMMISSION. 

Directions. 

1. All the statements in the application are to be made under oath. 

2. Every false statement knowingly made by the applicant in this paper, or 
connived at by him in ^ny certificate which may accompany the same, is good 
cause for removal during probation. All appointments are first made for the 
probationary term of tl^reie montlis. 

3. The application paper must be filled by the applicant in his own handwriting. 

4. Send application, properly filled out and the certificates signed, to the '*New 
York Civil Service Commission, AUmny, N. Y." 

5. No recon^mendations or certificates besides those provided at the end of this 
blank will be received. 

6. A failure to fill the blanks properly, or to send satisfactory certificates, will 
cause the application to be returned for correction, but no such opportunity will 
be given a second time. Applications which show that the applicant lacks the 
qualifications as to age, health, residence, etc., or that he is manifestly unfit for 
the service, will be rejected. 

7. The receipt of the application, in proper form, will be acknowledged by the 
Commission. 

8. The applicant will be notified of the first examination which may be deemed 
conveniently located for him to attend, after his application is received. He 
should give notice of aijy change in his postToflice address. 

Application. 

Desiring to enter the Civil Service of the State of New York as a in the 

at , I make this application, and declare the following to be facts 

concerning myself, viz. : 

(1.) My full name is 

(2.) My post-office address is 

(3.) My legal residence is 

(4.) I am a citizen of the State of New York. (N. B. — If a naturalized citizen, 
give date of naturalization.) 

(5.) I have been a resident of the State of New York since 

(6.) My present occupation or business is 

(7.) To the best of my knowledge and belief I was born at on the 

^^y of 18 . I am therefore years of a^e. 
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(8.) I believe and represent myself to be a person of good health, £|pid without 
mental or physical incapacity or infirmity, of which I am aware, which in any way 
disqualifies me for a full discharge of ofBcial duty in the service which I seek to 
enter. 

(9.) My principal occupation and my residence during each of the last five 
calendar years were as follows : 

Residence, Occupation, 

1879, 
1880, 
1881, 
1882, 
1883, 

(10.) Were you ever examined for the Civil Service ? If so, where, when, and 
for what position ? 

(11.) Were you ever in the Civil Service ? If so, state what service and the 
causes of your leaving it ? 

(12.) My education was received chiefly in (here state school, academy or college, 
and length of course). 

(13.) I have the following qualifications or experience which would be useful 
in the public service. 

(14.) If you were in the military or naval service of the United States in the 
late war, give name of organization or vessel to which attached, date of enlist;? 
ment or cq^mission, position or rank, date and cause of discharge from the service, 
and any physical disability incurred in the service. 

(Signature of Applicant.) 
State op New Yobk, County op , m. .• 

And on this day of 188 , said having been duly sworn (or 

afi5rmed) before me, stated that to the best of his knowledge and belief the several 
statements in the foregoing application contained, whether in writing or print, 
are true. 

(Stgnature of Oflicer.) 

(Official Title.) 

Physician's Cebtipicate. 

Given at , on , 188 . 

I, , a practicing physician, resident in the above-named place, do hereby 

certify that I have examined the applicant and believe him to be free from 

any jShysical defect or disease which would be likely to interfere in any respect 
with the proper discharge of his duties, should he be selected for the service of 
the State of New York. 

(Signature of Physician.) 

(N. B. — Whenever deemed expedient for the interests of the service, and 
particularly for positions other than clerks, an applicant who has proven himself 
as otherwise eligible for appointment will be liable to a physical examination by 
a physician in the service of the State, or acting on its behalf.) 

Certificates of Character. 
Directions, — Not less than three nor more than five persons must vouch for the 
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character of the applicant, and they must be citizens of good character and stand- 
ing in the community where tliey and the applicant reside, and must have been 
personally acquainted with him for at least one year. Should the applicant receive 
an appointment, the names of such citizens may be publicly announced. Sections 
9 and 13 of the Civil Service Act read as follows: 

§ 9. No recommendation of any person who shall apply for oflSce or place under 
the provisions of this act, which may be given by any Senator or Member of 
Assembly, or officer confirmed by the Senate, or judge of any court, except as to 
the character or residence of the applicant, shall be received or considered by any 
person concerned in making any ej^amination or appointment under this act. 

§ 13. No recommendation or question under the authority of this act shall relate 
to the political opinions or affiliations of any person whatever. 

N. B. — The persons who sign the following vouchers are notified that they may 
be required by appointing officers to give over their own signatures further in- 
formation concerning their knowledge of the applicant. 

{Voucher No. 1.) I (being more than twenty-five years of age, and not a kins- 
man of the applicant) liave been a resident of for years past. I have 
been personally acquainted with the applicant above, and I state upon my 
lionor that I have read the application of said applicant, and believe each of the 
statements made therein to be true ; and that I believe him to be of good moral 
character, of temperate aqd industrious habits, and in all respects fit for the 
service of the State of New York, and that I am willing this certificate shall be 
published for public information. 

(Signature.) (P. 0, Address.) 

(Occupation.) 

(Also four more vouchers like above.) 



Form No. l^b. — Application Paper. 

NEW YORK CIVIL SERVICE COMMISSION. 

Directions. 

1. All the statements in the application are to be made under oath. 

2. Every false statement knowingly made by the applicant in this paper, or 
connived at by him in any certificate which may accompany the same, is good 
cause for removal during probation. All appointments are first made for the 
probation term of three months, 

3. The application paper must be filled by the applicant in his own handwriting. 

4. Send application, properly filled out and the certificates signed, to the *'New 
York Civil Service Commission, Albany, N. Y . " 

5. No recommendations or certificates besides those provided at the end of this 
blank will be received, 

8. A failure to till the blanks properly or to send satisfactory certificates will 
cause the application to be returned for correction, but no such opportunity will 
be given a second tin^e. Applications which show that the applicant lacks the 
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qualifications as to age, health, residence, etc., or that he is manifestly unfit for 
the service, will be rejected. 

7. The receipt of the application, in proper form, will be acknowledged by the 
Commission. 

8. The applicant will be notified of the first examination which may be deemed 
conveniently located for him to attend, after his application is received. He 
should give notice of any change in his post-office address. 

Application. 

Desiring to enter the Civil Service of the State of New York as a in the 

at , I make this application, and declare the following to be facts 

concerning myself, viz. : 

(1.) My full name is 

(2.) My post-ofBce address is 

(8.) My legal residence is 

(4.) I am a citizen of the State of New York. (N. B. — If a naturalized citizen, 
give date of naturalization.) 

(5.) I have been a resident of the State of New York since 

(6.) My present occupation or business is 

(7.) To the best of my knowledge anQ belief I was born at on the 

day of 18 . I am therefore years of age. 

(8.) I believe and represent myself to be a person of good health, and without 
mental or physical incapacity or infirmity, of which I am aware, which in any v^ay 
disqualifies me for a full discharge of official duty in the service which I seek to 
enter. 

(9.) My principal occupation and my residence during each of the last five 
calendar years were as follows : 

Residence. Occupation. 

1879, 

1880, 
1881, 
1882, 
1883, 

(10.) State whether married or single ? If married, give number of children ? 

(11.) Were you ever in the Civil Service ? If so, state what service and the. 
causes of your leaving it ? 

(12.) My education was received chiefly in (here state school, academy or college, 
and length of course). 

(13.) If you have had the superintendence or command of men, or other experi- 
ence that would be useful as a guard or keept;r in prisons, mention it ? 

(14.) If you were in the military or naval service of the United States in the 
late war, give name of organization or vessel to which attached, date of enlistment 
or commission, position or rank, date and cause of discharge from the service, 
and any physical disability incurred in the service. 

(Signature of Applicant.) 
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State op New York, County op , 8s, : 

And on this day of 188 , said liaving been duly sworn (or 

affirmed) before me, stated that to the best of his knowledge and belief the several 

stiitements in the foregoing application contained, whether in writing or print, 

are true. 

(Signature of Officer.) 

(Official Title.) 

Certificatks op Character. 

Directions. — Not less than three nor more than five persons must vouch for the 
character of the a|)plicant, and they must be citizens of good character and stand- 
ing in the community where they and the applicant reside, and must have been 
personally acquainted with him for at least one year. Should the applicant receive 
an appointment, the names of such citizens may be publicly announced. Sections 
9 and 13 of the Civil Service Act read as follows: 

§ 9. No recommendation of any person who shall apply for office or place under 
the provisions of this act, wliich may be given by any Senator or Member of 
Assembly, or officer confirmed by the Senate, or judge of any court, except «s to 
the character or residence of the applicant, shall be received or considered by any 
person concerned in making any examination or appointment under this act. 

§ 13. No recommendation or question under the authority of this act shall relate 
to the political opinions or affiliations of any person whatever. 

N. B. — The persons who sign the following vouchers are notified that they may 
be required by appointing officers to give over their own signatures further in- 
formation concerning their knowledge of the applicant. 

Voucher No. 1. 

I (being more than twenty -five years of age, and not a kinsman of the applicant) 
have been a resident of for years past. I have been personally acquain- 

ted with , the applicant above, for year, and I state upon my honor 

that I have read the application of said applicant, and believe each of the state- 
ments made therein to be true, and that I believe iiim to be of good moral char- 
acter, of temperate and industrious habits, not of an irascible or passionate 
disposition, but 'of a kind and humane disposition, and in all respects fit for 
service as a guard or keeper in the prisons of the State of New York, and that I 
am willing this certificate shall be published for public information. 

(Signature.) (P. O. Address.) 

(Occupation.) 

(Also four more vouchers like the above.) 

Physical Condition. 

Applicants for the position of prison guard will not receive an appointment until 
they have successfully passed a physical examination by a prison physician. In 
order that an applicant may be reasonably satisfied that he will pass such a 
physical examination before incurring the trouble and expense of appearing before 
the Examining Board for inquiry into his education, he should submit himself to 
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some competent pliysician at cr near his residence, and request an examination 
and certificate. 

As a suggestion to the physician making such preliminary examination, his 
attention is invited to the following inquiiies, the answer to which should be 
affirmative, except the last, which should be negative. 
1: Is the candidate of sound physical condition ? 

2. Is his respiration full and free ? 

3. Is his voice clear and distinct ? 

4. Is his sight good ? 

5. Is his hearing sharp and quick ? 

6. Is the action of his heart natural ? 

7. Is he free from nervous complaints ? 

8. Is he free from headaches and fits t 

9. Is he free from rupture ? 

10. Is he free from vaiicose veins in the legs ? 

11. Is he free from all internal complaints ? 

•12. Are there any circumstances connected with health or strength that can in 
your opinion tend to render the applicant unfit for prison service, as a guard or 
keeper ? If so, please state them. 

Certipicatk. 

I, , a practicing physician, resident at , do hereby certify that I have 

examined , the above applicant, and|having in view all and several the above 

questions, I do further certify that I find him physically* for the prison 

service of the State of New York, 

(Signature.) 

Dated at this day of , 188 . 



Form 2. — Betum of defective application for correction. 



STATE OF NEW YORK: 

Civil Service Commission 
Albany, , 188 



"'S 



Sir — Your application paper is herewith returned for correction, because it 
does not conform to the directions. The particulars referred to are indicated by 
pencil marks upon the margin. 

Please perfect your application as required and return it to this office. Under 
the rules, a second opportunity for correction cannot be given. 

Very respectfully yours, j 

Secretary. 
Civil Service Rule XI. 

Defective applications will be suspended and applicants notified to amend the 

. , . — ___ 

*Here add the words ^* fit " or *' unflf as the case may require, and at the end any further 
remarks deemed desirable. 
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same, but no such notice will be given or opportunity granted a second time. 
Whenever the application shows that the applicant is not within tlie prescribed 
limits of age or otherwise not qualified under the rules and regulations, or is 
manifestly unfit for the service, the application will be rejected. 



Form 3. — Aoknowledgment of receipt of application. 

Application 
No. 

STATE OF NEW YORK; 

Civil Skrvicb Commission, ) 
Albany, , 188 . \ 

Sir — Your application for a position as a in the at ; being 

in class , subdivision , grade , has been received and found 

to conform with the rules. Your name has, therefore, been placed on the proper 
register of persons entitled to notice of examination. Such notice will be sent to 
you by mail ten days previous to the first examination held after thU date for the 
grade above named. The registration of an applicant as entitled to examina- 
tion confers no other right, and your attention is called to the regulations below. 

Very respectfully youi*s, 

Secretary, 
. Civil Servicb Regulations 19 and 20. 

19. The Commission cannot advise persons as to vacancies in the service, nor 
furnish any information as to the duties, salaries, course of promotion or other 
conditions of positions, except such as may be found in printed regulations. No 
advice can be given as to the course of preparation that applicants should follow, 
nor can specimens of the examination papers be furnished. 20. All application 
papers and accompanying certificates will remain on file in the office of the Com- 
mission, and under no circumstances or conditions will the originals be returned 
to the applicants. 



Form 4. — Notice that application is rejected. 

STATE OF NEW YORK: 

Civil Service Commission, ) 
Albany, , 188 . \ 

Sir — I am directed by the Civil Service Commission to inform you that your 
application shows that you are not qualified for service in the position sought by 
you, viz. : in class , subdivision , grade , for the following 

reasons : 

Your application is, therefore, rejected under the provisions of Rule XI, and 
cannot be again accepted until you are in all respects qualified. 

Very respectfully yours, 

9 Secretary. 
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Civil Service Rule XI. 

Defective applications will be suspended and applicants notified to amend the 
same, but no such notice will be given or opportunity granted a second time. 
Whenever the application shows that the applicant is not within the prescribed 
limits of age or otherwise not qualified under the rules and regulations, or is 
manifestly unfit for the service, the application will be rejected. 



Form 6.— Notice to appear for examination. 

STATE OF NEW YORK: 

Civil Service Commission, ) 
Albany, , 188 . ( 

Sir —You are hereby notified that a competitive examination, under the rules 
and regulations of the Civil Service Commission, of applicants for admission to 
positions in class , subdivision , grade , will be held at 

city of on the day of , 188 , beginning at o*clock, a. m. 

You must be present at the hour named or it will not be practicable to examine 
you. 

A failure to attend, unless satisfactorily shown to have been occasioned by 
sickness or other sufficient cause, will debar you from further notice of examina- 
tion under your present application. 

This notification must be presented to the Examiners as your authority to 

appear. 

Very respectfully, 

Secretary. 



Form 6a. — Result of examination of individual. 



Examination No. 



Result of Examination of 



1. 
2. 
8. 
4. 

4. 
6. 

7. 
8. 



SUBJECT. 



Sum of weights 

Total product 

General average standing. 



Relative 

weight ^iven to 

subject. 



Standing 
on subject. 



Product 

of standing and 

weight. 



11. 

12. 
13. 

14. 
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Optional Sicf/fects. 



Standing. 



Form 7. — Result of examination of all appearing. 



Exam in. Board. 
No. 



RESULT OF EXAMINATION NO. 



SCHBDULB B. 

( Class 

-^Subdiv'n 

(Grade 



Civil Service — State op New York. 

To the Civil Sermce Commission : 

At an examination held at on the day of 



188 , there ap- 



peared applicants, and the following is a true statement of the standing 

of such applicants as marked by us : 
Dated at , 188 . 

Examiners. 



NAMES. 



General 

average 

standing. 



Standings 


ON Optional 


Subjects. 


11. 


12. 


18. 


14. 


15. 


Ifi. 















Remarks. 



Form 8. — Notice of ftiilure to pass. 

STATE OF NEW YORK: 

Civil Service CoMMrssioN, ) 
Albany, , 188 . \ 

Sir — I have to inform you that at the examination held at on the 

day of , 188 , for positions in class , subdivision , grade , 

you failed to pass the minimum of in and therefore your name can- 

not be placed on the register of those eligible for appointment. 

Very respectfully yours, 

8ecreta7'y. 

Civil Service Rule XV. 

No person whose standing on any obligatory subject is less than 50, or whose 
ascertained average standing on all the obligatory subjects is less than 70, will be 
entercd upon the eligible list. 
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Form 9. — Notice of eligibility. 

Exam. Board. Class. 

No. 6. Subdivision. 

Grade. 

STATE OF NEW YORK : 

Civil Service Commission, > 

ALBAI9T, , 188 . f 

Sir — At the examination held at on the day of y 1B8 , you 

passed above the minimtim of seventy, and your name has therefore been placed 
up(m the proper register of applicants eligible for appointment. Whenever your 
name is reached in the order of its general standing, it will be certified with two 
others to such heads of departments, offices and institutions as give notice of 
vacancies in the grade for which you are eligible. Should you be selected for 
appointment you will be so advised by the appointing ofiicer. Under these con- 
ditions your name will remain on the register for one year from the date of examina- 
tion, and if not selected during that period it will be dropped from the register. 

.Your standing and extracts from the rules and regulations are given below. 

Very respectfully, 

Secretary, 

Perfect standing, one hundred. 
Your general average standing was 
On optional subjects your standing was 

Extracts from Rules and Reoxtlations. 

Rule XVIII. Whenever physical qualifications are of prime importance in the 
proper discharge of duties in any position, applicants must pass a physical examina- 
tion and be certified as qualified in such respect, before record on the proper 
eligible list for selection for such position, or before certification by the Commis- 
sion as qualified for such selection. 

Rule XIX. No person on any register shall be certified more than three times 
to the same ofiicer, except upon request of such ofiicer ; nor shall any one remain 
eligible more than one year on any register. No person while remaining eligible 
on any register shall be admitted to a new examination for the same grade or 
subdivision. 

Rule XL. Every original appointment or employment in the Civil Service shall 
be for the probationary term of six months, at the end of which time, if the con- 
duct and capacity of the person aj^pointed or employed have been found satisfac- 
tory, the probationer shall be absolutely appointed or employed, but otherwise his ' 
employment shall cease. * * * 

Regulation 19. The Commission cannot advise persons as to vacancies in the 
service, nor furnish any information as to duties, salaries, course of promotion, 
or other conditions of position, except such as may be found in printed regula- 
tions. * ♦ * 

Regulation 32. Piiority of date in examination will give no advantage in 
position on the eligible list. * * * 
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Fprm 10. — Bequest from appointing officer to certify three names. 

Civil Service — State op New York. 

Office of , ) 

, 188 . f 

To , Secretary of the CivU Service Commission : 

Sir — A vacancy now exists in the position of in this , at an annual 

salary of $ , being in class , subdivision , grade . I 

have therefore to request that you will certify to me the names of the three 
eligible applicants for such grade, standing highest on the register.* 

Very respectfully, 



Form 11, — Certificate of names to appointing officer. 

Civil Service — State op New York. 

Office op the Civil Service Commission, 



Albany, , 188 



OK, J 



Sir — In response to your notice of a vacancy in your in class , sub- 

division , grade , dated , 188 , I have the honor to certify to 

you, in accordance with the Civil Service Rules, the following three names from 
the register of persons eligible to such grade, having the highest general standing. 



NAMES. P. 0. Address. Standing. 




I have the honor to be your obedient servant, 
To the Secretary, 

Form 12. — Notice of selection by appointing officer. 

Civil Service — State of New York. 

Office , ) 

, 188 . \ 

Jb , Secretary of the Civil Service Commission : 

Sir — Of the three names certified to me by you on the day of , 

188 , I have selected Mr. , of , for appointment for a probationary term 

of three months in class , subdivision , grade 

Very respectfully, 



^Indioate here if proficiency in an optional subject is of prime importance. 



s 
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Form 13. — Notice of appointment for probationary term. 

Civil Service — State op New York. 

Office of 

, 188 . 
To 

Sir — This is to inform you that under the provisions of the Civil Service Rules, 
I have selected you for appointment to the position of in this for a 

probationary term of three mouths from the date when you begin service. Should 
your conduct and efficiency during such probationary term prove satisfactory, you 
will at its close receive a regular appointment, otherwise your employment will 
cease. The salary attached to such position is at the rate of $ per annum. 

This conditional appointment does not preclude prompt discharge from service at 
any time during such probationary term, in case of misconduct or inefficiency. 

A prompt reply is requested, stating whether this appointment is accepted, 
and giving the earliest date when you can present yourself for service. 

Very respectfully, 



Form 14. — Notice that probation has not been satisfactory. 

Class 

Bubdiv'D 

Grade 

Civil Servce — State of New York. 

Office of , > 

, 188 . \ 

Sir — I have to inform you that your during your employment in this de- 

partment for a probationary term of three months has not been found satisfactory, 
and that in accordance with the terms of your original appointment, as pre- 
scribed in the fortieth Civil Service Rule, your employment in this office will 

cease on the day of * , 188 . 

Very respectfully yours, 

Rule XL. 

Every original appointment or employment in the Civil Service shall be for a 
probationary term of three months, at the end of which time, if the conduct and 
capacity of the person appointed or employed shall have been found satisfactory, 
the probationer shall be absolutely appointed or employed, but otherwise his em- 
ployment shall cease * * * 



Form 15. — Notice of re-appointment after probation. 

Class 
Fubdiv'n 
Grade 
Civil Service — State of New York. 

Office of , ) 

, 188 . \ 

Sir — Upon the report of the officer under whom you have immediately 
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served in this department that your conduct and capacity as a during the 

probationary term of three months has been found satisfactory, you are hereby 
re-appointed without term as a clerk in this department, at an annual salary of 
$ , beginning on the day of , 188 . 

Rule XL. 

Every original appointment or employment in the Civil Service shall be for a 
probationary term of three months, at the end of which time, if the conduct and 
capacity of the person appointed or employed shall have been found satisfactory 
the probationer shall be absolutely appointed or employed, but otherwise his em- 
ployment shall cense. 

Every oflScer under whom any probationer shall serve during any part of his 
probation shall carefully observe the quality and value of the service rendered 
by such probationer, and shall report in writing to the proper appointing officer, 
the f Jicts observed by him, showing the character and qualifications of such pro- 
bationer and of the service performed by him ; and such reports shall be pre- 
served on file. 



Form 16.— Bequlsition for papers by appointing oflacer. 

Civil Sbkvicb — State op New York. 

Office of , ) 

, 188 . \ 
To the Secretary of the Civil Service Cominission : 

Sm — In accordance with the fourth paragraph of Rule XVII, I hereby make 
requisition for the application and examination papers of and which 

will be treated as confidential and returned to your files within five days from 
receipt. 



Porm 17. — Circular letter ftom appointing officers to persons who 

have given recommendations. 



.1 



Civil Service — State of New York. 

^ Office of 

, 188 
To 

Sir — Appended to the application of ^^ for a position in the Civil Service 
as a , filed with the Civil Service Commission, is your general certificate of 

his good character and habits. 

As his name is on the eligible list, I would resi)ectfully request you to answer 
the following questions in writing after each, sign your name at the foot and re- 
turn the paper to me at your earliest convenience. 

Very respectfully yours, 

How long have you known ? 

How long has he resided in ? 
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Is he temperate, truthful and industrious ? 

Is his general reputation in the community good ? 

In your judgment are his health, character, associates and habits such as fit him 
for the civil service of the State of New York ? 

Would you hesitate on account of his capacity, condition of health, character, 
associates or habits to employ him in your own private business, had you occa- 
sion for such services as he desires to render the State ? 

Signed at , the day of , 188 . 



Form 19. — Nomination for non-oompetitive examination. 

Civil Service — State op New Yoiik. 

Office of , ) 

, 188 . i 
Jo , Secretary of the Civil Service Commission : 

Sir — Under the provision of Civil Service Rule XXV, I hereby name of 

for non-competitive examination for the position of in this , 

being in class , subdivision , grade 

I transmit herewith such testimonials of his qualifications, conformable to the 
rules, as I have in my possession and request (*) 

Very respectfully, 



Form 20. — Report of non-competitive examination. 

SCHSDULE Ori 

Exam*K ) ( CIhss 

REPORT OF EXAMINATION. -Jsubdiv'n 



Exam*K ) 

board > 

No. J 



(Qrade 



CrviL Service — State of New York. 



, 188 . 



lb the Civil Service Commission : 

We have the honor to report that in accordance with your directions and under 
the rules and regulations for the Civil Service, we have examined Mr. of 

andt him qualified to enter upon the discharge of official duties as 

The certificates and documents setting forth the details of such non-competi- 
tive examination are transmitted herewith. 

We are very respectfully, 

Board of Examiners, 



* Here please state if an immediate examination is requested. 

t Enter here as may be required, thie words " do not find " or ** find." 
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Fonnj21. — Certificate of qualification, non-competitive examination. 

SCHSDULB G. 

CERTIFICATE OF QtJALIFIOATION. -^Subdlv'n 

(Grade 

Civil Sekvice — State of New York. 
No. 

Office of the Civil Service Commission, ) 

Albany, , 188 . \ 

This is to certify that by a non-competitive examination under the direction of 
the Commission, and in accordance with the rules and regulations for the Civil 
Service, Mr. of has been found qualified to enter upon the discharge 

of duties as a 

... tt 

Secretary, 



Form 25. — Bequest for and certificate of examination. 

SCHEDULE D. 

Civil Service — State of New York. 

Office of , ) 

, 188 . \ 
To the Board of Examiners : 

You are respectfully requested to examine for the position of * in 

this 

SCHEDULE D. 

Class 

Snbdiv'n 

Grade 

Civil Service — State of New York. 

Board of Examiners No. . 

, 188 . 

This is to certify that in accordance with the rules and regulations for the Civil 
Service ha been examined and found qualified for the position of in 

Board of Examiners. 

N. B. — No certificate of those found not qualified is to be issued. Their re- 
jection and cause for same must be recorded in the minutes of the proceedings. 



Form 26. 

State of New York — Civil Service. 
Quarterly Report — Schedule D. 



Report of j^ersons examined for position in Schedule D, ii 
during the quarter ending , 18 . 



Date of 
examinatiun. 



Name of 
person exauiined. 
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For 
what position. 



Marking. 

(" Qualified '*^or "not 

qualified.*') 



Date 
of certificate. 



Respectfully submitted, 
To the Civil Service Commissiou, 

Albany, N. Y. 



Chairrruin of Ex, Board. 



Form 30. — Reply to applicants other than for schedule B. 

STATE OF NEW YORK : 

Civil Service Commission, ) 
Albany , 188 . \ 

Sir — I would respectfully inform you that the position mentioned in your 
letter of , is in class , subdivision , grade , and under the 

Civil Service Rules is comprised in Schedule . Applicants for positions in 

that schedule cannot be received by the Commission. 

Civil Service Regulation 18 provides that *' All applications for positions in 
Schedules A, C and D must be made to the head of the department, office, or 
institution, where the position is sought. '* 

The iuclosures in your letter are returned herewith. 

Very respectfully yours. 



Secretary, 



INDEX. 



[The sign '* §'* refers to the section of the Statutes; the word " Rule" to the Civil Service 
Bales; the abbreviation "Reg." to the General Regulations, and the word ** Class," to the 
Civil Service Classification.] 

AGE. PAGE. 

limits of, prescribed for po»itions in Schedule C Rule XXITI, 28 

how to be determined Rule XXIV, 24 

as fixed for positions in Schedule B 47 

shall not apply to certain persons who have served in army or navy, 

§ 4 and Rule XLIV, 18, 81 
•ALBANY. 

examining boards and examinations at § 8, 4 

rooms to be furnished Commission at § 4, 5 

APPEALS, COURT OF. See '• CotRT op Appeals." 

APPLICANTS FOR COMPETITIVE EXAMINATIONS. 

will receive ten days* notice of examination Rule IX, 18 

must obtain blank form prescribed by Commission Rule X and Reg. 18, 18-35 

for positions in Schedule C Reg. 18, 85 

will be admitted to examination only on production of official notification .. Reg. 21, 86 

if in excess of number that can be examined, how to be notified Rule XII, 19 

APPLICATIONS. 

must for all positions, except in Schedule B, be made to the appointing officer. 

Reg. 18, 85 
for positions in Schedule B : 

must be made on oath and state certain information, and be accompanied by 

certificate of physician and vouchers of good character Rule X, 18 

must state position sought Rule X, 18 

if defective will be once returned for correction Rule XI, 19 

when showing that applicant is manifestly unfit for the service, will be rejected. 

Rule XI, 19 

date of reception will be indorsed thereon Rule XII, 19 

if contrary to Pth and 13th sections of act, will be rejected Rule XXXVII, 80 

false statements knowingly made therein will cause removal or discharge. Rule XLI, 81 

under no circumstances or conditions will be returned to applicant Reg. 20, 36 
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APPOINTMENTS (including " EMPLOYMENT "). • _ page. 

to be made by selection from those examined S 2, 8 

probation before any absolute. § 2 and Kule XL, 8, 80 

all, to be reported to and recorded by Commission §2 and Rule XLIII, 3, 81 

none to be made after January 4, 1884, except under the Civil Service Rules. . . .§ 7, 6 

in cities to be made under regulations after August 29, 1884 § 8, 6 

to positions in Schedule A, without examination Rule YI, 17 

to positions in Schedule B, by competition Rule Till, 18 

to positions in Schedule B, method of selection Rule XVII, 20 

to positions in Schedule C, by either of three methods in discretion of appointing 

officer Rule XXI, 23 

to positions in Schedule D, by non-competitive examination Rule XXVIII, 26 

to positions in Schedule E, may be made when there is no person fit for promotion, 

Rule XXXI, 28 

temporary and only of persons eligible to permanent Rule XXXIV, 29 

none, except of citizens resident for one year in this State, but this not applicable 

to certain lower positions and may be suspended as to the higher ones.Rule XXXV 29 
not to be affected by the partisan political opinions or affiliations of the appointee. 

Rule XXXVI, 80 
in selections for, appointing officer may summon certified candidates and require 

additional certificates of character Rule XVII, 20 

to be reported to Comptroller or other fiscal officer ^paying account for services. 

Rule XLIII, 81 

to be published in gazette by Commission Rule XLVI, 32 

must not be influenced by any examiner or person serving under Commission, 

Reg. 11, 85 
preference in, to be given to those honorably discharged from army or navy of 

United States in the late war $4, 13 

in cities to be made by regulations after August 29, 1884 § 8, 6 

APPROPRIATION. 

for purposes of the Civil Service Act §§ 4, 17 and 6. 6, 10, 12 

ARMY. 

persons honorably discharged from, to have certain preferences for appointment, 

§ 4, Rule XVII, 18, 20 

statement of, to be made in application Rule X, 18 

to be preferred in notification Rule XII, 19 

to be indicated in certificate for selection Rule XVII, 20 

ARSENALS. See " Jaxitobs ; " "Keepers." 

ASSEMBLY, MEMBERS OF. 

no recommendation of persons, except as to residence and character, can be received 
from §9, 8 

ASSESSMENTS, POLITICAL. 

no person in public service under any obligation to pay § 2, 8 

no person in public service to induce or compel any other officer to pay § 11, 8 

no person to enter any public building to make, nor send nor present to any public 

officer, agent or employe §11, 8 

penalties for violation of laws in regard to § 12, 8 

ASSISTANTS, same as " DEPUTIES," which see. 

ASYLUMS. 

treasurers of, classified Class I, 42 

treasurers of, included in Schedule A Rule V, 16 
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ASYLUMS — Continued. page. 

classification of officers and employes in . . .Class VII, 44 

teachers in, included in Schedules Rule VII, 17 

teachers in, scheme of examination for ^^ 

superintendents, physicians, pathologists, stewards and matrons of, in Schedule C, 

Rule XX, 23 

attendants, orderlies, nurses and others included in Schedule D Rule XXVII, 25 

supervisors of wards in, in Schedule E Uu\e XXX, 28 

temporary appointments in, for thirty days Rule XXXIV, 29 

ATTENDANTS. See " Asylums.*' 

ATTORNEY-GENERAL. 

deputies and confidential clerk of, included in Schedule A Rule V, 16 

BANKING DEPARTMENT. 

deputy and special examiners in, included in Schedule A Rule V, 16 

BOARD OF EXAMINERS. See "Examiners." 
BOARD OF CHARITIES. 

secretary of, included in Schedule A Rule V, 16 

BOARD OF HEALTH. 

secretary of, included in Schedule A Rule V, 16 

sanitary experts in, classified Class II, 42 

sanitary experts in, included in Schedule C Rule XX, 21 

BOTANISTS. 

classified Class II, 42 

included in Schedule C Rule XX, 21 

BLANK FORMS. See Special Index on page 57. 

BRIBERY. 

certain practices defined as, and made penal §14, 9 

BUILDINGS, PUBLIC. See " Public Buildin-qs." 

CANALS. Also see " Pobhc Works." 

collectors of statistics on, classed as clerks See Class IV, 42 

collectors of statistics on, as clerks in Schedule B Rule VII, 17 

inspectors of boats and cargoes in Schedule B Rule VII, 17 

schemes for examination of collectors and inspectors 47 

superintendents of repairs classified Class IV, 42 

superintendents of repairs in Schedule C Rwle XX, 22 

engineers, levelers and rodmen on, classified Class IV, 43 

engineers, levelers and rodmen on, in Schedule C Rule XX, 22 

all employed on, and not otherwise classified, included in Schedule B..Rule XXVII, 25 

schemes of examinations for additional assistant engineers and rodmen on 49 

CHAPLAINS. See '* Prisons." 

CHARACTER, MORAL. 

certificates of, 

to be published by applicants in prescribed form Rule X, 18 

may be published Rules X and XLI V, 18-31 

additional, may in certain cases be required Rule XVII, 20 

all, to be filed with Commission Rules XVII and XXIII, 20-23 

by nominating officer to be an essential factor in an examination .... Rule XXV, 24 

to be ascertained and certified Rules XXIII and XXIX, 20-26 

persons of bad, may be stricken from eligible list Rule XIX, 21 
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CHARITIES, BOARD OF. See " Board of Charitibs." 

CHEMISTS. PAGB. 

classified Class II, 42 

included in Schedule C Rule XX, 21 

CHIEF EXAMINER. See " Examiner, Chief." 

CITIES, 

mayors of, authorized and directed to prescribe regulations for admission to service 

of §8, 6 

may select examiners and establish regulations for the conduct of persons in 
the service § 8, 6 

regulations prescribed by [mayors must conform in certain respects [to the State 

regulations §8, 6 

are to take effect upon approval by the Civil Service Commission § 8, 6 

commission may inquire concerning service, methods of appointment, removal, 

etc., in §15, 9 

regulations prescribed and examiners appointed by — before May 29, 1884, ap- 
proved and confirmed 15 

CITIZENSHIP. 

a necessary qualification for all appointees with specified exceptions.. Rule XXXV, 29 

CIVIL ENGINEERS. See "Engineers;" *' Canals." 

CIVIL SERVICE OF THE STATE. 

defined by classification § 6 and Rule I, 6, 15 

shall not include elective officers, those appointed by the Governor with consent of 

the Senate, nor laborers or workmen § 7, 6 

positions in, to be enrolled in certain Schedules Rule IV, 16 

complete classification of 41 

CLASSES, 

in the civil service defined 46 

CLASSIFICATION OF CIVIL SERVICE. 

all places to be filled by examination after § 2, 3 

to be made by the Governor before September 5, 1888 §6, 6 

after being made, no one to be appointed after January 4, 1884, except after exami- 
nation §7, 6 

to be known as the ** Civil Service" Rule I, 15 

complete, as approved by the Governor, September 8, 1883 41 

CLERKS. Also see *' Clerkships." 

to be classified in the civil service § 6, 6 

must not be concerned in political assessment nor permit persons to enter public 

offices to solicit them § 11, 8 

first, second and third grades of, included in Schedule B Rule VII, 17 

in State prisons included in Schedule C Rule XX, 21 

fourth to seventh grades of, included in Schedule E. Rule XXX, 29 

certain, included in Schedule A Rule V, 16 

CLERKSHIPS. Also see •• Clerks." 

schemes for examination for several grades of 47 

special regulations for examinations for 64 

COERCION. 

of political action by official authority denied' § 2 and Rule III, 3, 16 

made penal as ** bribery " , § 14, 9 
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how appointed and removed §§ 1, 17, 8, 10 

salaries of, and how expenses of paid §§ 1, 17, 3, 10 

dutiesof §2, 3 

notices of appointment and to be made to § 2 and Rule XLIII, 8, 81 

to make regulations, etc., for examinations § 2, 3 

to report all exceptions from the rules § 2, 3 

to supervise and investigate enforcement of rules § 2, 3 

to make annual report to the Legislature § 2, 3 

may employ a chief examiner, secretary and others § 8, 4 

may select members of boards of examiners § 8, Rules XIII and XXVI, 4, 19, 25 

what is deemed a misdemeanor by member of § 5, 6 

on approval of, shall mayor* s regulations be operative § 8, 6 

may inspect and report examinations for municipal service § 8, 6 

a majority of, shall constitute a quorum § 13, 9 

shall immediately make certain inquiries § 15, 9 

may secure attendance of witnesses and evidence § 16, 10 

appointing officers must inform, of all appointments in Schedule A Rule VI, 17 

shall designate times and places for examinations Rule IX, 18 

may issue special regulations for examinations Rule IX, 18 

shall prescribe blank forms for applications Rule X, 18 

shall record all applications Rule XII, 19 

shall direct chief examiner to prepare lists of subjects Rule XIV, 19 

to certify name for selection for appointment Rule XVII, 20 

to give certificates of qualification hi certain cases Rule XXIII, 23 

shall consult heads of departments as to scope of examination Rule XXVI, 25 

duties of, in regard to non-competitive examinations Rule XXV, 24 

may appoint examiners and provide for examinations for positions in Schedule D, 

Rule XXVIII, 26 

temporary appointments must be reported to Rule XXXIV, 29 

may make exceptions from restrictions as to citizenship and residence. Rule XXXV, 29 
shall discountenance disclosure of political opinions by those examined or applying. 

Rule XXXIX, 30 

all changes in the service to bo^reported to Rule|*XLIII, 31 

may publish a gazette of appointments, etc Rule XL VI, 32 

may make appropriate regulations, etc Rule XLVII, 82 

will give examiners expert aid when necessary Reg. 8, 34 

reserves the right to correct markings by examiners Reg. 25, 85 

cannot advise persons as to vacancies, etc Reg. 19, 36 

cannot undertake to answer inquiries relating to cases not officially before it, 

Reg. 37, 40 

may order necessary stationery, printing, etc §4 6 

to provide in regulations for cities the exemption from examination of certain elec- 
tive officers, subject to provisions of chapter 410, Laws of 1884 § 8, 12 

COMMISSIONERS OP EMIGRATION. 

Secretary of, included in Schedule A Rule V, 16 

classification of those employed by Class VII, 44 

certain clerks of, must be proficient in German 49 

medical superintendent of, included in Schedule C Rule XX, 21 

COMPENSATION. Also see *' Salary." 

by the day, week or month, how rated for purposes of classification 45 

before account for same is rendered, notice of appointment or promotion must be 

given to the paying officer Rule XLIII, 31 
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COMPETITIVE EXAMINATIONS. See " Examinations." 

COMPTROLLER OF STATE. paob. 

shall direct method of accounting for salaries and expenses of the commission, 

§« 4, 17, 5, 9 

deputy and confidential clerk of, included in Schedule A Rule V, 16 

all appointments and promotions must be reported to, before payment of salaries. 

Rule XLIII, 81 

CONFIDENTIAL CLERKS. 

included in Schedule A \ Rule V, 16 

COUNTIES. 

inquiries as to certain points of service in, authorized §15, 9 

inquiry as compensation of officers of, may be made § 16, 9 

COURT OF APPEALS. 

clerk, deputy clerk and reporter of, classified Class I, 42 

clerk, deputy clerk and reporter in Schedule A Rule V, 16 

COURTS. 

criers, attendants and marshals of, classified Class III, 42 

criers, attendants and marshals of, in Schedule C Rule XX. 22 

clerks of. See ''Clerks." 

CURATORS. See " Museums." 

DEATHS. 

of persons in the service, to be reported to the Commission Rule XLIII, 31 

DEPUTIES OF PRINCIPAL OFFICERS. 

classified *. Class I, 42 

included in Schedule A Rule V, 16 

not recognized as such, unless authorized by law 45 

DIRECTORS. See " Museums." 

DISCHARGE. Also see "Removal." 

of persons in the service, to be reported to Commission . . Rule XLIII, 31 

EDUCATIONAL DEPARTMENT IN CITIES. 

persons employed in, or seeking to enter, exempt from examination § 8, 6 

ELECTIONS, OFFICERS OF. 

now in office and poll clerks exempted from examination, subject to chapter 410, 

Lawsof 1884 §8. 6 

ELECTIVE OFFICERS. 

not to be classified in the civil service § 7, 6 

in cities not subject to examination § 8, 6 

ELIGIBLE CANDIDATES (Schedule B). 

no person whose standing on any subject is less than 50, or whose general standing 

is less than 70, to be placed on Rule XV, 20 

how placed upon the register Rule XVI, 20 

selections for appointment to be made from the three persons whose names stand at 

head of Rule XVII, 20 

when none are on, sufficiently qualified in optional subjects, anew examination may 

beheld Rule XVII, 20 

no person on, to be certified more than three times to any appointing officer, except 

at his request Rule XIX, 21 
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none to remain on list of, njore than one year Rule XIX, 21 

persons of bad character may be stricken from list of Rule XIX, 21 

EMPLOYMENT, Same as " Appointmbnt." 

EMPLOYEE, PUBLIC. 

protected from political coercion § 8, 6 

term defined , § 8, 6 

ENGINEERS, CIVIL. 

not employed on canals, classified Class II, 42 

not employed on canals, included in Schedule C , Rule XX, 21 

employed on canals, classified Class IV, 43 

employed on canals, included in Schedule C Rule XX, 21 

scheme of examination for additional, on canals 49 

ENGINEER AND SURVEYOR, STATE. See " State Engixkbr 4Nd Subvbyor/' 

ENGINEERS IN SALT WORKS. 

chief, classified Class V, 43 

included \n Schedule C Rule XX, 22 

subordinate, classified Class V, 43 

included in Schedule C Rule XX, 22 

ENTOMOLOGISTS, 

classified Class II, 42 

included in Schedule C Rule XX, 21 

EXAMINATIOxNS, COMPETITIVE. Also see " Subjects." 

shall be open for testing fitness § 2, 8 

shall be practical in character § 2 and Rule IX, 8, 18 

selections to be made from those grades, aud highest in , § 2 and Rule XVII, 3, 20 

regulations for, to be made by the Commission § 2 and Rule XL VII, 3, 22 

boards of examiners for, how selected § 3 and Rule XIII, 4, 19 

may be held at other places than Albany § 3, 4 

penalties for wrong and corrupt marking in §5, 6 

classification of service for purposes of, ordered § 6, 6 

all positions to be filled by, included in Schedule B Rule VII, 1 8 

may be held at times and places designated by Commission Rule IX, 1 8 

ten days' notice of, to be mailed to applicants Rule IX, 18 

form of application to be admitted to Rule X, 18 

list of subjects for, to be prepared by chief examiner ... Rule XIV, 19 

minimum standing pn, for eligibility Rule XV, 20 

names of those who have passed to be entered upon a register in order of standing, 

Rule XVI, 20 

method of selection for appointment from eligible list Rule XVII, 20 

physical qijialificat'.ons in certain cases to be tested Rule XVIII, 21 

no one to be admitted to, within one year after examination Rule XIX, 21 

may be required for positions in Schedule C Rule XXI, 23 

for positions in Schedule C, how conducted Rule XXII, 28 

no question in, shall refer to political opinions § 13 and Rule XXXIX, 9, 30 

when impractical, provisional appointments may be made . . . . ♦ Rule XLIl, 21 

regulations as to examiners for Regs. 5 to 35, 34 

complaints of i n justice in I^eg. 15, 35 

papers in, may subsequently be inspected by candidates Reg. 14, 35 

application for admission to Rule X and Reg. 18, 18, 35 

general, as to marking and grading Rule 26-30, 37 

priority of date in, gives no advantage Reg. 32, 48 

li 
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public buildings may be used for § 3 and Reg. 16, 4, 35 

schemes of examinations for 47 

instruction to examiners for holding 51 

special regulations for 55 

EXAMINATIONS — LIMITED COMPETITION. 

appointments may be made by, for positions in Schedule C Rule XXI, 28 

certificates of character required of nominees for Rule XXII, 28 

how to be conducted Rule XXV, 24 

EXAMINATIONS — NON-COMPETITIVE. Also see " Subjects.*' 

may be had when competition is impracticable § 2, 8 

positions in Schedule C may be filled by Rule XXI, 23 

what qualifications are to be ascertained by Rule XXIII, 28 

limit of age and scope of, how to be regulated Rule XXIV, 24 

how and by whom held Rule XXV, 24 

positions in Schedule D to be filled by Rule XXVIII, 26 

how to be conducted for Schedule D Rule XXVIII, 26 

what qualifications are to be ascertained by, in Schedule D Rule XXIX, 26 

no question as to partisan opinions to be asked in § 13 and Rule XXXIX, 9, 80 

may be held for provisional appointments in Schedule B Rule XLII, 81 

general regulations as to conduct of Regs. 5-9, 38-85, 84-88 

applications for, to be made to appointing officer Reg. 18, 85 

regulations for examiners in makmg Regs. 88-85, 38 

schemes of qualification for, when to be prepared Reg. 89, 40 

schemes of examination 47 

EXAMINATIONS FOR PROMOTION. See *' Promotion." 

EXAMINER, CHIEF, OF CIVIL SERVICE. 

how appointed, general duties and salary § 8, 4 

shall prepare lists for subjects for competitive examinations Rule XIV, 19 

shall supervise preparation of proper questions and other inquiries for non-competi- 
tive examinations Rule XXV, 24 

general duties of Regs. 1, 2, 83 

shall issue authority for holding examinations for positions in Schedules B and C, 

Reg. 6, 84 

classified Class I, 42 

included in Schedule A RuleV, 16 

EXAMINERS, BOARDS OF. 

to be selected and designated by Commission.... § 3 and Rules XIII and XXVI, 4, 19, 25 

when selected from those in civil service § 3 and Rule XIII, 5, 19 

penalties for malfeasance by members of § 5, 6 

for positions in Schedule B Rule XIII, 19 

for positions in Schedules C and D Rule XXVI, 25 

may be commissioned to examine for schedules Rule XXVI, 26 

may certify qualifications of persons examined for position in Schedule D, 

Rule XXVIII, 26 

nominations for such positions may be made to Rule XXVIII, 26 

general regulations regarding all Regs. 5, 17, 84 

general regulations regarding those for Schedule C Reg. 83, 88 

general regulations regarding those for Schedule D . . . . Reg. 84, 89 

special, may be selected by Commission Rule XXVI and Reg. 10, 25, 85 

to report all violations of section 5 of Civil Service Act Rule XXVI, 25 

members of, not in official senrice fto receive a compensation of $5 per day §3, 4 

general instructions to, for oompeA>iitiy^ examinations 51 
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must be reported by Gommiasion to Legislature, with reasons § 2, 8 

included in Schedule A, giving positions Rule V, 16 

FEES. 

of witnesses summoned before Commission §16, 10 

FIREMEN. 

in State service, 

classified Class III, 42 

included in Schedule D Rule XXVII, 25 

in city service, 

legal rights of, reserved § 8, 6 

FORMS, BLANK. See Special Index on page 67. 

GAME AND FISH PROTECTORS. 

classified Class I, 42 

included in Schedule A Rale V, 17 

GAZETTE. 

of positions filled by special or ** optional " attainments . . .. ■ Rule XYII, 20 

of all appointments, promotions, etc., to be published Rule XLYI, S2 

GEOLOGISTS. 

classified Class II, 42 

included in Schedule C Rule XX, 21 

GOVERNOR. 

may appoint and remove Civil Service Commissioners §1, 8 

Civil Service Commission to aid, in preparing rules, etc §2, 8 

shall classify the civil service of the State § 6, 6 

Civil Service rules promulgated by 15 

classification of Civil Service approved by 41 

officers and clerks under, included in Schedule A Rule V, 16 

to decide differences between Commission and heads of departments ..Rule XXIV, 25 

GRADES. 

of subdivisions in classified service defined , . , 45 

GRADING. 

of examined candidates, how to be made Reg. 29, 87 

GUARDS. See " Prisons." 
HEALTH. See "Physical Condition." 
Board of. See '* Board op Health." 

HOSPITALS, same as *' ASYLUMS." 

HOUSE OF REFUGE, same as *' REFORMATORY." 

INQUIRIES AND INVESTIGATIONS. 

certain, to bo made by the Commission §§2 and 15, 8, 9 

witnesses, may be summoned in, by subpoena §16, 10 

witnesses, fees of, allowed, and how paid §16, 10 

witnesses, fees of, appropriation to pay §6, 12 

INSPECTORS OF ELECTIONS. 

exempted from examination, subject to provisions of chap. 410, Laws of 1884. .§ 8, 6 
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of boats and cargoes. See ** Canals." 

of salt and barrels. See '* Onondacja Salt Works.'* 

INSURANCE DEPARTMENT. 

deputy, chief clerk, actuary and private secretary in, included in Schedule A, 

Rule V, 16 

JANITORS. 

of public buildings, arsenals, etc., classified Class III, 42 

of public bilildiugs, arsenals, etc., included in Schedule D Rule XXVII, 25 

JUDGES OF COURTS. 

no recommendation by, except as to character or residence of applicant, can be re- 
ceived §9, 8 

KEEPERS. Also see "Pkisoxs;*' '♦Reformatories.** 

of public buildings and arsenals, classified Class III, 42 

of public buildings und arsenals, included in Schedule D Rule XXVII, 25 

LABORERS. 

not to be classified under the rules 4 4...* * §7, 6 

LIBRARIANS. 

classified Class II, 42 

included in Schedule C Rule XX, 21 

LIMITED COMPETITION. See "Competition." 

Marking. 

of examination papers, how to be made Regs. 26-28, 37 

may be revised by tlie Commission Reg. 15, 35 

if below 50 on any subject, further marking may bo dropped. Reg. 29, 37 

of nominees to positions in Schedule C Reg. 33, 38 

of nominees to positions in schedule D , Reg. 34, 39 

MARSHALS. 

of courts, and other, classified , Class III, 42 

of courts, and other, included in Schedule C Rule XX, 21 

MATRONS. See " Asylums ; " ** Reformatories." 

MAYORS. See ''Cities." 

MECUAXICS, EXPERT. 

in prisons and reformatories, classified Class VI, 44 

in prisons and reformatoi-ies, included in Schedule D Rule XXVII, 25 

in asylums, etc., classified Class VII, 44 

in asylums, etc., included in Schednle 1) Rule XX VII, 25 

MESSENGER OF COMMISSION. 

how appointed and salary § 3, 4 

MESSENGERS. 

classified Class III, 42 

included in Schedule B Rule VII, 17 

scheme of examination for 48 

MILITARY SERVICE. See "Army;" "Navy." 
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of attainment in competitive examinations is fifty on each obligatory subject and 

seventy on the ascertained average of all such subjects Rule XV^ 20 

those who have passed at, and above to be placed upon a register or eligible list. 

Rule XVI^ 20 

MUSEUMS. 

directors or curators of, classified , Class IIj 42 

directors or curators of, included in Schedule d. . . . ^ ^ Rule XX, 2fi 

NAVY. 

person honorably discharged from service of U. S., in late war, entitled to certain 
preference %4and Rule XLIV/ 13, Si 

statement of service in, to be made in application Rule X, 18 

persons honorably discharged from, etc., to hate preference m notrfication for ex- 
amination Rule XII, 19 

persons honorably discharged from, etc., to be indicated on certificate for selection, 
and preferred Rule X Vll, 2i) 

NOMINATION. 

for non-competitive examination, Schedule C Rules XXI and XXV, ^3, 24 

for non-competitive examination, must be accompanied by certificate of character, 

RoleXXIII, 23 
must not be influenced by^examiner or other person serving under Commission, 

iie^. 11, 35 

NON-COMPETITIVE EXAMINATION. See "Examination.'* 

NORMAL SCHOOLS. See " Schools." * 

NURSES. See "Asylums." 

t)BLIGATORr SUBJECTS. See "Subjects," btc. 

t)FFICERS, PUBLIC. 

their duty to aid in carrying the civil service rules into effect.; . . . ; § 2, 3 

must not use authority or influence to coerce the political acftion of any person or 

body § 2, 3 

must report to the Commission all*appointments, employments, rejections, transfers, 

resignations and removals, with dates thereof | 2 and Rule XLIII, 3, 31 

must report alt appointments or employment of persons to the Comptroller or other 

officer authorized by law to pay account for services Rule XLIII, 31 

their action in respect to the execution of the Civil Service Act to be investigated by 

the Commission § 2, 3 

to allow the usei of public buildings for holding examinations, and to ^facilitate the 

same § 3, 4 

to be classified in the civil service ♦ §6, 6 

none classified, to be appointed after January 4, 1884, except as provided by the 

rules § 7, 6 

those elected or appointed by the Governor with consent of the Senate not to be 

classified * §7, 6 

no recommendation of certain, except as to dharactet* or residence of applicant to 

be received §9, 8 

shall not compel or induce those in public'service to pay political assessments. . § 11, 8 

shall not be guilty of certain acts defined as bribery by the act § 14, 9 

the term " public officer" defined 8 14, 9 

OFFICERS, CITV. Sec "Cities." 

OFFICERS, COUNTY. See "County." 
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deputy superintendent of, classified - Glass I, 42 

deputy superintendent of, included in Schedule A RuleV, 16 

classification of subordinates in the Class V, 43 

subordinates of, in Schedule C. Rule XX, 22 

subordinates of, in Schedule D Rule XXVII, 25 

subordinates of, in Schedule E Rule XXX, fff 

OPINIONS. Sse *' Political Opinions." 

OPTIONAL SUBJECTS. See '* Subjects," etc. 

ORDERLIES. 

in public buildings, classified ♦ , Class III, 42 

in public building? included in Schedule B . . . . Rule VII, 17 

in public buildings, scheme of examination for. ....... ^ ;..... 48 

in asylums. See ** Asylums." 

OVERSEERS. 

of pumps. See " Onoxdaoa Salt Works." 

PARTISAN. 

opinions. See ** Political Opinions." 

PATHOLOGIST. See "AstLUMS." 

PENALTIES. 

for malfeasance by any commissioner, examiner, etCi. ....,.; 65, 6 

for violating laws in regard to political assessments § 12, 8 

for bribery as defined by the act ; ; § 14, 9 

PHYSICAL CONDITION. 

of applicants, to be certified formally ;...;...; Rule X, 18 

of applicants, when of prime importance to be specially cei^tified Rule XVIII, 21 

of nominees for non-competitive examination to be certified^ Rule XXIII and XXIX, 28, 26 

PHYSICIANS. See •* Asylums;*' "Prisons;" " RbpormAtoribs." 

certificate of, as to physical condition of applicants ; Rule X, 18 

POLICEMEN. 

in cities, certain legal rights of, reserved ; ; 8 8, 6 

POLITICAL ASSESSMENTS. See "AsstessMENTS.** 
POLITICAL FUND. See " Assessments.'* 

POLITICAL OPINIONS OR AFFILIATIONS. 

must not be referred to in any recommendation or question.. 6 13 and Rule XXXIX, 9, 80 
no regard must be paid to, in selection, appointment or promotion... Rule XXXVI, 80 

POLITICAL SERVICE OR ACTION. 

no one under any obligation to render 6 2 and Rule II, 8, 16 

cannot be coerced by bribery or threats, or attempt to do so, without incurring a 

penalty § 14, 9 

declaration that no one has a right to coerce Rule III, 16 

POLL-CLERKS. 

of election exempt from examination, subject, however, to provisions of chapter 
410, Laws of 1884 §8, 12 

PORTERS AND PORTE RESSES. 

in public buildings classified Class III, ... 42 

in public buildings, included in Schedule D Rule XXVII, 26 
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classified Class II, 42 

included in Schedule C Rule XX, 21 

PRISONS. 

clerk of Superintendent of, included in Schedule A ^ Rule V, 16 

agents, wardens and subordinates in, classified Class VI, 44 

guards in, included in Schedule B Rule VII, 17 

wardens, agents, physicians, chaplains and matrons included in Schedule C, 

Rule XX, 22 

keepers in, included in Schedule E • Rule XXX, 27 

temporary appointments in, for thirty days Rule XXXIV, 29 

scheme of examination of guards in 

clerks of prisons included in Schedule C Rule XX, 21 

PROBATION. 

necessary before any absolute appointment in civil service § 2 and Rule XL, 3, 80 

shall be for a tern^ of three mouths, during which the conduct and capacity will be 

observed. , Rul*» XL, 30 

if satisfactory, absolute appointment will be made Rule XL, 30 

PROFESSORS — NORMAL SCHOOLS. 

classified., Class II, 42 

included in Schedule C Rule XX, 21 

PROMOTIONS, 

shall be made on the b^sis of merit and competition | 2, 8 

no one to receive, after January 4, 1884, unless examined .... 8 7 and Rule XXXII, 6, 28 

positions to be tilled by, included in Schedule E Rules XXX and XXXI, 27, 28 

to be made by appointing officer and by successive grades Rule XXXI, 28 

to be by selections fron^ without the service, if none in the inferior grades are fit, 

Rule XXXI, 28 
to be based upon positive merit and superior qualifications as shown by previous 

service , , Rule XXXII, 28 

for purposes of, records of efficiency and conduct are to be kept in all public offices, 

Rule XXXII, 28 

examinations for, how to be conducted Rule XXXII, 28 

must not be made from one subdivision or class to another, except by examination 

and certification. t...r Rule XXXVII, 80 

in making, no regard to be paid to partisan opinions, etc Rule XXXVI, 80 

every, to be reported to the Commission Rule XLIIl, 81 

every, to be reported to the Comptroller or other officer paying account for services 

Rule XLIII, 81 

every, to be published by the Commission Rule XLVI, 82 

recommendations for, by persons not in the service, to be disregarded. Rule XXXIII, 29 

PUBLICATION. 

of changes in schedules wl^enever made Rule IV, 16 

of gazette, of appointments, etc., in the service Rule XLVI, 32 

of certificates of character, \fhen expedient Rule XLVI, 82 

PUBLIC BUILDINGS. 

trustees of, to assign and furnish proper rooms at Albany for the use of the Com- 
mission li 4, 5 

all, outside of Albany, may be used for Civil Service examinations 8 3, 4 

superintendent of, classified Class I, 42 

superintendent of, included fn Schedule A , .Rule V, 10 
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subordinates employed in, classified Class III, 42 

Mbordiuatea employed in, included io Schedule C Kule XX, 22 

orderlies in. See ** Orderlies." 

PUBLIC EMPLOYEE. See *' EMPLoyEB, Pubuc." 

PUBLIC INSTRUCTION. 

deputy superintendent of, included in Schedule A Rule V, 16 

PUBLIC WORKS, DEPARTMENT OF. Also see *' Canals." 

assistant superintendent, special agent and fiuancial clerk included in Schedule A, 

Rule V, 16 

subordinates in, classified Class IV, 42 

subordinates in, some included in Schedule C : Rule XV, 22 

subordinates in, some included in Schedule D Rule XXVII, 25 

curators of statistics and inspectors of boats and cargoes included in Schedule B, 

Rule VII, 17 
QUALIFICATIONS. 

physical and moral, of applicants, to be certified Rule X, 18 

where special or ** optional" are requjred in positions* in Schedule B, they must be 

specially published Rule XVII, 20 

physical, of applicants, may be required to be specially certified Rule XVIII, 21 

all positions of, recognized special, classified Class II, 42 

all positions of, recognized special, included in Schedule C . . . . , , . . . . Rule XX, 22 

special, of competitors in Schedule C, to be published Rule XXII, 23 

classes of. for positions in Schedule C, giyen Rule XX J II, 28 

for determining, for positions in Schedule C, the head of the department to be con- 
sulted Rule XXIV, 24 

same classes of, for Schedule D as Schedule C Rule XXIX, 26 

superior, and positive merit to govern in making promotions Rule XXXII, 28 

boards of examiners may have expert aid when ascertaining special Reg. 8, 84 

register of, and subjects for examinations 47 

QUARANTINE HOSPITALS. 

medical inspector of, classified Class II, 42 

medical inspector of, included in Schedule C Rule XX, 21 

QUORUM. 

of Commission, to be a majority of its members 1 15, 9 

RAILROAD COMMISSION. 

secretary of, included in Schedule A ..Rule V, 16 

RECEIVERS OF SALT DUES. 

classified Class V, 48 

included in Schedule E Rule XXX, 27 

RECOMMENDATIONS. 

for place by certain public officers, except as to character and residence shall not be 

received § 9, 8 

shall not relate to political opinions or affiliations J 13 and Rule XXXVIII, 9, 80 

of character of applicants shall be certified by not less thau three nor more than 

five reputable citizens Rule X, 18 

for promotion, made by persons not in service to be disregarded ....Rule XXXI II, 29 
employee may be required to show that such, by outside persons were not procured 

by him Rule XXXIII, 29 

RECORDS OF COMMISSION. 

shall contain notes of all examinations | 2, 8 

shall comprise a complete roster of all persons in the service and all changes therein 

$2, 8 

shall be under charge of the Secretary Reg. 8, 88 
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general classification of persons in Class VI, 44 

superintendents, physicians, chaplains and principal matrons in, included in Sched- 

uleC RuleXX, 22 

keepers in, included in Schedule E Rule XXX, 27 

guards in, included in Schedule B Rule VII, 17 

guards in, scheme of examination of 48 

all others in, included in Schedule D .Rule XXVII, 26 

teachers in, included in Schedule B Rule VII, 17 

teachers in, scheme of examination for. ... 49 

temporary appointments in, for thirty days Rule XXXIV, 29 

REGISTER. 

of applicants in order of reception Rule XII, 19 

of eligible candidates, how to be prepared Rule XVI, 20 

certificate from, for selection Rule XVII, 20 

no person on, shall be certified to same officer mere than three times, except by his 

request Rule XIX, 21 

no person shall remain on, longer than one year Rule XIX, 21 

REGULATIONS. 

under the rules may be made by Commission 8 2 and Rule XLVII, 32 

special, for examinations, will be issued by Commission when expedient.. Rule IX, 18 

code of general, by the Commission 

for admission to service of cities, must be prescribed by mayors thereof .§ 8, 6 

for admission in cities issued before May 29, 1884, ratified §8, 18 

REMOVAL. 

of persons from service to be reported to the Commission §2 and Rule XLIII, 8, 81 

the power of, vested by law in any officer not impaired by the rules Rule XLV, 82 

of all persons in service to be published in gazette Rule XLVI, 82 

REPORT OP COMMISSION. 

must be made annually to the Legislature $ 2, 8 

shall include all exceptions from examination with the reasons thereof §2, 3 

shall contain all matters touching the enforcement of the Civil Service Act . ...$ 2, 8 
shall contain copies of regulations issued by the mayors of cities and the character 

and practical effect of the same § 8, 6 

shall show any exceptions from certain restrictions Rule XXXVI, 80 

shall report provisional appointments in Schedule B by non-competitive examina- 
tion Rule XLII, 81 

RESIDENCE. 

in State one year essential to appointment or employment in Civil Service, 

Rule XXXV. 29 

RESIGNATIONS. 

of persons from the service to be reported to Commission Rule XLIII, 81 

of persons from the service to be published by Commission Rule XLVI, 32 

RESPONSIBILITY, OFFICIAL. 

in making appointments is in appointing officer subject only to qualifications pre- 
scribed by the rules Rule XLV, 32 

RULES FOR THE CIVIL SERVICE. 

the Commission to aid Governor in preparing § 2, 8 

when promulgated, shall be binding on all officers § 2, 8 

shall provide and declare certain things 2, 8 
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necessary exceptions from, to be reported bj the Commission with reasons there- 
for S2, 3 

practical effect of, to be reported by Commission § 2, 3 

may direct examinations to be held outside of Albany §3, 4 

right of examination under, if obstructed or defeated § 5, 6 

after promulgation of, after January 4, 1884, no person to be appointed or pro- 
moted except under $7, 6 

prepared by the Commission and approved and promulgated by the Governor, 

Rules I to XLVII, 15 

SANITARY EXPERTS. 

classified Class II, 42 

included in Schedule C Rule XX, 21 

SALARY. 

of Civil Service Commissioners %l, 3 

of Chief Examiner, Secretary, etc « 6 8, 4 

promise or threats of increase or decrease in, is made penal as ** bribery" in cer- 
tain cases 8 14, 9 

when by day, week or month, how computed for the purpose of classification 45 

SALT WORKS. See " Onondaga Salt Works." 

SCHEDULE A. 

positions included in Rule V, 16 

appointments to positions in, how made Rule YI, 17 

appointments to positions in, to be reported to Commission Rule YI, 17 

SCHEDULE B. 

positions included in Rule YII, 17 

applications for positions in, how made Rules X and XI, 18, 19 

examinations for positions in Rules XII to XYI, 19 

selections to fill vacancies, how made Rule XYII, 20 

methods of marking and grading for • Regs. 26-29, 37 

schemes of examination for 47 

SCHEDULE C. 

positions included in Rule XX, 21 

appointments to, how made Rules XXI and XXY, 23, 24 

competitive examinations for Rule XXII, 23 

non-competitive examinations for Rule XXIII, 23 

boards of examiners for Rule XXYI and Regs. 6-7, 33. .25, 84, 38 

schemes of qualifications for, when published Reg. 39, 40 

schemes of examinations for certain positions in 49 

SCHEDULE D. 

positions included in Rule XXYII, 25 

appointments to, how made , Rule XXYIII, 26 

classes of qualifications for Rule XXIX, 26 

boards of examiners for Rule XXYI and Regs. 9 and 34, 25, 34, 39 

subjects of examination for Rule XXIX, Reg. 34, 26, 89 

SCHEDULE E. 

positions in, to be filled by promotions Rule XXXI, 28 

included in Rule XXX, 27 

SCHOOLS — NORMAL. 

principals, professors and teachers in, classified Class II, 42 

principals, professors and teachers in, in Schedule C Rule XX, 21 
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SEAL, OFFICIAL. page. 

may be provided by the Gommission § 4, 5 

SECRETARY OF COMMISSION. 

how appointed and salary of 8 3, 4 

may administer certain oaths 8 2, 4 

classified Class I, 42 

included in Schedule A , Rule V, 16 

general duties of, defined . . Reg. 8, 88 

SECRETARY OF STATE. 

deputy of, included in Schedule A Rule V, 16 

SECRETARIES OF STATE BOARDS. 

classified Class I, 42 

included in Schedule A , Rule V, 16 

SENATE. 

may require any person nominated for its confirmation to be classified and pass an 
examination §7, 6 

no recommendation for place shall be received from any |member of, except as to 
character and residence $9, 8 

no recommendation for place from officer confirmed by, shall be received, except as 
to character and residence , 8 9, 8 

STATE ENGINEER AND SURVEYOR. 

deputy of, included in Schedule A * Rule V, 16 

engineers under. See ** Canals." 

STATE TREASURER. 

deputy of, chief clerk, book-keeper and pay clerks included in Schedule A. .Rule V, 16 

STEAM ENGINEERS. 

included in Schedule D Rule XXVII, 25 

STENOGRAPHER OF COMMISSION. 

how appointed and salary of. § 8, 4 

general duties of Reg. 4, 84 

STEWARDS. See "Asylums." 

SUBDIVISIONS. 

of classes defined 45 

no transfer from one to another without an examination Rule XXXVII, 80 

SUBJECTS OF EXAMINATION. 

Obligatory, 

general standing based on proficiency in Rule XIV, 19 

minimum in each is 50, and in general average of all is 70 Rule XV, 20 

marking of, how made Reg. 26, 37 

schemes of examination. Schedule B 47 

Optional, 

may be added to the obligatory ones Rule XIV, 19 

standing on, how recorded Rule XVI, 20 

when to be certified for selections in appointment .• . . Rule XVII, 20 

standing on, how ascertained ... Reg. 29, 87 

schemes of, for Schedule B 47 

persons selected for proficiency in, to be specially gazetted Rule XVII, 20 

for Schedule C, to be determined by Commission in consultation with heads of 

departments Rule XXIV, 24 
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for Schedale C, questions^n, to be prepared by the Chief Examiner, Rule XXV, 24 

for Schedule C, will be published from time to time Reg. 89, 40 

for Schedule C, schemes for, how published 49 

SUPERINTENDENTS OF DEPARTMENTS. See " Public Works ; '* " Insueancb ; ** 
" Banking ; " "Prisons ; " ** Public Buildings ; " ** Asylums ; '* " Reforma- 
tories." 

SUPERINTENDENTS OF REPAIRS. See " Canals." 

SUPERVISORS OF AQUEDUCTS. 

at salt works, classified Class V, 48 

at salt works, included in Schedule C Rule XX, 22 

TEACHERS. Also see "Asylums; '* "Reformatories." 

in normal schools, classified Class 11, 42 

in normal schools included in Schedule C , Rule XX, 21 

TEMPORARY APPOINTMENTS. 

shall not be made of persons ineligible to a permanent appointment. . Rule XXXIV, 29 
of substitutes in asylums, prisons and reformatories permitted for thirty days. 

Rule XXXIV, 29 

every such must be reported within five days Rule XXXIV, 29 

TRADESMEN, EXPERT. 

in asylums, etc., classified Class VII, 44 

in asylums, etc., included in Schedule D Rule XXVII, 26 

TRANSFERS. 

none, without examination, except to similar position Rule XXXVI, 30 

all must be reported to Commission for record 6 2 and Rule XLIII, 3, 31 

TREASURER. 

of asylums. See "Asylums." 
State. See "State Treasurer." 

VACANCIES. 

in positions in Schedule A, how filled Rule VI, 17 

in positions in Schedule B, how filled Rule XVII, 20 

in positions in Schedule C, how filled Rule XXV, 24 

in positions in ScheduleD, how filled Rule XXVIII, 26 

in positions in Schedule E, how filled Rule XXXI, 28 

Commission cannot advise applicants of Reg. 19, 86 

WATCHMEN. 

classified Class III, 42 

includedin ScheduleD Rule XXVII, 25 

WEIGHTS. 

given subjects in examination, how used Rule XIV, Reg. 29, 19, 87 

given subjects in examination in Schedule B 47 

WORKMEN. 

not to be classified under the rules § 6, 6 

WITNESSES. 

may be summoned by Commission by subpoena §16, 10 

fees of, allowed and how paid §16, 10 

appropriation for fees of § 6, 12 



f^ 



\ 



^ 



r 

i 



JUN 8 1937 



